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INTRODUCTION 

Any  city  should  be  proud  of  its  public  library  system:  it  is  the  source, 
in  some  instances  the  only  source ,  of  information,  of  the  means  of  self- 
improvement  and  of  constructive  leisure  reading. 

That  the  people  of  San  Francisco  are  concerned  for  their  library  is  a 
most  healthy  indication  of  the  value  they  place  on  this  institution.  The 
Library  has  been  hampered  over  the  years  by  lack  of  funds,  by  lack  of  trained 
professional  librarians  in  sufficient  quantity  to  do  the  work  needed,,  by  lack 
of  books  and  by  a  Main  Library  in  which  it  is  impossible  to  function  efficiently 
and  effectively. 

But  the  people  of  San  Francisco  have  not  yet  been  that  concerned  that 
they  have  provided  the  means  to  accomplish  the  desired  results,  namely 
adequate,  good  library  service.     It  is  to  be  sincerely  hoped  that  the  comments 
made  about  the  San  Francisco  Public  Library  in  recent  months  will  result  in  the 
necessary  funds  to  provide  the  kind  of  services  they  desire. 

The  recommendations  contained  in  this  report  are  not  new  or  revolutionary. 
Some  aspects  of  them  are  found  in  the  various  public  libraries  throughout  the 
country  in  one  form  or  another.     They  are,  however <,  designed  to  meet  the 
particular  needs  in  San  Francisco.     Some  of  the  recommendations  contained  in 
this  report  have  been  made  previously  by  others  concerned— the  Library  Commission 
the  City  Librarian,,  the  public  and  by  previous  surveyors.    The  only  revolutionary 
aspect  about  the  report  would  be  that  the  changes  would  be  made  forthwith. 
It  is  hoped  that  this  would  happen. 

All  persons  with  whom  I  have  conferred  have  been  most  helpful,  especially 
Mr.  Bert  Simon,  President  of  the  Library  Commission  and  members  of  the  Commission 
Mr.  Laurence  J.  Clarke,  City  Librarian,  Mr.  Frank  A.  Clarvoe  Jr.,  Secretary  of 
the  Commission  and  those  members  of  the  staff  with  whom  I  talked  and  discussed 
their  problems.     The  City  Government  is  most  alert  to  the  problems  of  the 
Library.     I  trust  they  will  find  the  means  to  implement  this  report. 

Emerson  Greenaway 
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SUMMARY  OF 
MAJOR  RECOMMENDATIONS 

1.  To  assist  the  Commission  in  securing  a  broad  base  of  understandings 

the  creation  of  a  Committee  of  Fifty  is  recommended.  This 

Committee  will  aid  in  the  study,,  support  of  library  development 

and  in  public  relations.  2 

2.  The  establishment  of  five  major  areas  of  responsibility  for  the 

Commission}    1)  developing  library  objectives j  2)  identifying 
the  educational  functions  in  the  library;  3)  allocating 
equitable  emphasis  to  the  various  aspects  of  library  activities; 
approving  the  library's  organization  to  achieve  the  Library's 
objectives ^studying  other  libraries  of  comparable  size.  5> 

3.  Introduction  of  major  changes:    1)  creation  of  post  of  Assistant 

City  Librarian;  2)  combine  Order 3  Catalog  and  Binding  departments 
into  one  division;  3)  assign  Secretary  of  Board  to  the  responsibility 
of  the  City  Librarian;  k)  creation  of  a  supervisor  of  the  Main 
Library  public  departments;  5)  establish  three  age  level  staff 
positions  to  coordinate  age-level  services  and  to  develop  the 
book  collections „  9 
lu    Establish  lines  of  control  for  City  Librarian .  9 

5.  Establish  lines  of  control  for  Assistant  City  Librarian,,  10 

6.  Secure  an  architect  and  consulting  librarian  to  make  long  range 

recommendations  for  the  rebuilding  of  the  Main  Library.  10 

7.  Temporary  solution  to  Main  Library  problems  by  organizing  new 

departments  and  strengthening  certain  old  ones?    1)  General 
Reference  and  Catalog  Information;  2)  History 9  Economics  and 
Industry  (New);  3)  development  of  Business  Branch;  h)  Young 
Adult  (New);  Fiction;  Literature^  Philosophy  and  Religion  (New); 


Summary  -  2 
Page 

Art;  Films  (New);  Periodical  and  Newspaper  (New);  Children's; 

Music;  Circulation.    The  purpose  would  be  to  bring  more  books 

out  on  open  shelves;  to  provide  expert  subject  advisory  and 

reference  services  and  to  make  for  greater  convenience  in  using 

the  Main  Library.    This  would  be  achieved  by  a  rearrangement 

of  the  use  of  present  public  areas ,  opening  new  areas  to  the 

public,  relighting  where  necessary  and  securing  some  additional 

new  equipment.  11 

8,  It  is  recommended  that  the  extension  services  be  strengthened,  the 

19^3  branch  location  survey  be  brought  up  to  date.,  older  branches 
modernized,  and  a  study  as  to  the  community  served  and  branch 
buildings  and  services  be  incorporated  in  the  revision  of  the 
19^3  study.  18 

9.  It  is  recommended  that  the  Public  Relations  Officer  report  directly 

to  the  Assistant  City  Librarian.  23 

10.  Professional  library  emphasis  should  be  strengthened  in  the 

Personnel  Office  and  it  is  recommended  that  a  new  position  be 

added  to  this  department  and  that  the  new  person  be  placed 

in  charge  of  this  work,  29 

11,  It  is  important  to  concentrate  all  non-professional  administrative 

services  in  one  department  and  it  is  recommended  that  the  Secretary 

of  the  Commission  report  to  the  City  Librarian  as  a  line  officer 

and  that  he  be  responsible  for;     1)  management  analysis; 

2)  statistics;  3)  accounting;  h)  building  maintenance  and 

5)  shipping  and  supplies.  30 
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12.  By  means  of  a  series  of  administrative  committees  and  staff  meetings 

that  a  means  be  provided  to  reach  policy  and  procedural 
recommendations  and  provide  for  in-service  training  of  the  staff.  31 

13.  Recognition  must  be  given  to  the  plight  of  the  book  collections 

and  immediate  steps  taken  to  secure  books  for  San  Francisco 

readers.    Branch  collections  especially  need  strengthening, 

new  book  selection  procedures  need  to  be  introduced,  and  when 

the  book  collections  are  revitalized  an  educational  films  and 

circulating  record  collection  need  to  be  introduced.  This 

program  will  be  developed  in  accordance  with  library  objectives 

and  book  selection  standards.  33 

lLu    As  books  are  important  as  a  means  to  the  end  result  of  library 

service,  so  is  the  staff  important  as  the  catalyst  to  achieve 
the  purposes  of  a  library.    A  restudy  of  the  staff  organization 
is  imperative.     This  would  include  classifications,  present  and 
future;  job  analysis;  educational  requirements;  elimination  of 
residence  requirement;  further  development  of  sound  professional 
standards  and  performance;  transfer  of  bulk  of  part-time  funds- 
to  full-time  services;  and  recognition  job  requirements  in  the 
various  areas  of  librarianship  and  the  needs  of  the  library 
organization.  i\l 

1$,    A  revision  of  the  number  of  hours  the  Library  is  open  to  the  public 
is  desirable.    The  Main  Library  can  cut  its  evening  hours  back 
to  9:30  P.  M. ,  Monday  -  Friday  and  it  should  be  open  on  Sundays 
from  ls30  -  5*30  Pe  M.    The  Large  and  Small  branches  should  go 
on  a  slightly  reduced  schedule  to  permit  a  trained  librarian 
to  be  on  duty  at  all  times  when  the  library  is  open  to  the  public.  U6 
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16.    Public  relations  work  should  be  expanded  and  reoriented  tos 


a)  provide  more  opportunities  to  tell  of  the  services  and 
programs  of  the  Library;  and  b)  transfer  the  Library  services 
now  carried  on  to  the  public  agencies. 


17.  The  San  Francisco  Public  Library  should  be  so  developed  internally 

and  professionally  that  it  will  become  the  natural  leader  in 
public  library  services  in  Northern  California 

18.  To  implement  this  survey,  two  fiscal  requirements  are  required ; 


full-time  expenditures;  and  2)  provision  of  new  funds  over  a 
five  year  period  to:    1)  develop  the  book  collections; 
2)  add  staff  to  provide  top  management  and  fully  staff 
branches  and  departments  to  provide  adequate  and  full  service 
to  the  readers;  3)  to  reorganize  Main  Library  departments 
and  services;  and  h)  rehabilitate  those  older  branches  to  be 
retained  in  the  Master  Plan.    The  financing/frecognizea  the 
budget  distribution  as  followed  by  other  libraries  with 
emphasis  on  San  Francisco  needs  and  is  designed  to  give  San 
Francisco  not  an  elaborate  system  but  a  reasonably  good 
compact  efficient  library  system. 


h9 


from  part-time  expenditures  to 
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CHAPTER  I 


THE  CITY  AND  THE  GOVERNMENT 

The  San  Francisco  Public  Library  can  be  developed  in  quality  and 
effectiveness  only  to  the  extent  that  the  people  of  San  Francisco  wish  it  to 
be.    This  calls  for  thinking  and  action  on  the  part  of  all  those  involved  in 
the  various  component  parts. 

The  citizens  of  this  metropolis  will  express  their  desires ,  their  needs 
and  their  demands;  the  City  Government  will  supply  those  funds  and  services  in 
accordance  with  their  ability  and  desire  only  upon  the  request  of  the  Library 
Commission;  the  Library  Commission,  in  consultation  with  the  City  Librarian,, 
will  establish  library  policy  designed  to  provide  quality  and  effective 
service;  the  City  Librarian,  as  the  administrative  officer,  will  advise  the 
Commission  on  library  management  and  operation  in  accordance  with  San 
Francisco's  needs  and  current  library  practices  as  found  to  be  the  best  in 
prevailing  library  thought;  and  the  staff  will  furnish  the  quality  service  to 
the  users  of  the  library  and,  through  proper  channels,  endeavor  constantly  to 
improve  and  develop  good  library  services. 

Thus  you  have  four  important,  distinct  bodies  to  deal  with  and  among 
whom  a  full  understanding  of  the  library's  purpose  and  objectives  must  be 
achieved  or  the  library  program  will  deteriorate.    If  the  library  users  are  not 
getting  what  they  want  (taking  into  consideration  that  people  are  different  and 
have  different  values  and  ideas);  if  the  City  Government  (or  its  various 
departments)  is  pressed  in  other  areas  to  the  extent  it  neglects  the  Library 
or  is  unsympathetic  to  its  program;  if  the  Library  Commission  is  not  dedicated 
to  good  library  service  or  does  not  know  what  it  is  and  how  much  is  reasonable 
to  press  for;  if  the  City  Librarian  is  not  alert  to  his  responsibilities;  or  if 
the  staff  is  not  educated  or  dedicated  to  its  job,  the  proper  kind  of  a  library 
will  not  be  forthcoming. 
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Cooperation  and  understanding  then,  is  a  prime  requirement  on  the  part 
of  all  concerned.    An  educational  or  informational  program  must  be  developed 
to  make  all  aware  of  their  responsibilities,  to  inform  people  of  the  strengths 
and  weaknesses  of  the  San  Francisco  Public  Library  and  to  present  to  all 
concerned  a  positive  program  that  will  bring  to  San  Franciscans  a  full,  complete 
and  reasonable  public  library  service  that  is  needed  in  today's  world.     Such  a 
program  must  be  directed  to  the  needs  of  the  adult,  whether  for  business,  for 
self- improvement  or  for  constructive  leisure  reading;  and  to  the  needs  of  the 
high  school  student  who  is  trying  to  understand  our  complicated  modern  world; 
and  for  the  child  who  is  just  beginning  to  explore  the  wonderful  world  of 
books  and  reading. 

The  plan  should  be  developed  by  the  City  Librarian  and  the  Library 
staff,  reviewed,  revised  if  necessary,  and  adopted  by  the  Library  Commission 
and  transmitted  to  the  Mayor  and  City  Board  of  Supervisors  for  study  and  action,, 
At  the  same  time  the  citizens  should  be  given  an  opportunity  to  study  and 
comment  on  the  plan.    It  must  be  remembered  that  the  Library—Commission  and 
Staff— -represents  the  lay  and  technical  advisors  to  the  City.    Their  recommendations 
and  requirements  should  carry  great  weight.    The  requirements  of  the  Library,  as 
a  City  department,  are  quite  different  from  many  another  department  and  their 
work  must  not  be  hampered  by  rules  and  regulations  needed  elsewhere,  but  not 
applicable  to  the  Library.    One  arm  of  the  government  cannot  impeded  the  progress 
of  another  and  the  full  weight  of  the  City  Government  must  be  brought  to  bear 
upon  the  development  of  the  best  library  services,  within  the  ability  to  pay,  for 
the  good  of  the  people. 

That  there  shall  be  widespread  understanding  and  full  support  of  the 
Library  program,  I  am  recommending  the  formation  of  a  Committee  of  Fifty  to  be 
made  up  of  leaders  in  San  Francisco  cultural,  economic  (both  business  and  labor) 
educational  and  civic  life.    The  Committee  of  Fifty  together  with  the  Library 
Commission  can  well  sponsor  the  development  and  growth  of  the  San  Francisco 
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Public  Library.    Further  I  would  recommend  that  together  with  staff  committees 
the  full  library  situation  be  further  studied,  recommendations  agreed  upon  and 
action  taken.     I  firmly  believe  that  the  people  of  San  Francisco  must  be 
involved  in  this  whole  problem  and  program.    Only  by  so  doing  will  the  Library 
situation  be  solved. 

The  San  Francisco  Public  Library,  established  in  1878,  has  had  a  long 
history  of  limited  support;  it  has  had  its  loyal  supporters  as  well  as  its 
critics.     It  is  to  be  hoped  that  the  future  will  bring  forth  a  situation  to 
please  both  groups. 


CHAPTER  II 


THE  LIBRARY  COMMISSION 

The  Library  Commission  ^  charged  by  law  with  the  management  of  the  San 
Francisco  Public  Library,  shall  serve  without  compensation  and  shall  appoint 
the  librarian  who  shall  be  the  chief  executive  and  the  appointing  officer  for 
the  Library .    The  Commission  shall  also  appoint  a  secretary  and  both  the 
librarian  and  the  secretary  shall  serve  at  the  pleasure  of  the  Commission. 

The  organization  of  the  Commission,  with  one  exception,  conforms  to  the 
general  pattern  of  library  boards  found  elsewhere.     It  meets  regularly;  full 
discussion  is  given  to  Library  problems .    Regular  attendance  on  the  part  of 
some  is  difficult  because  of  business  responsibilities,,    On  the  whole  it  functions 
extremely  well0    One  of  its  members  was  cited  for  outstanding  service  to 
librarianship  by  the  American  Library  Association  at  its  recent  San  Francisco 
Conference o    The  Commission  is  eager  to  have  a  good  library  program,, 

With  one  exception,  all  members  of  the  Commission  were  newly  appointed, 
without  previous  experience,  in  January  195>6«    Such  action  poses  a  real  problem 
for  the  Commission,  for  the  City  and  to  the  administration  of  the  Library.  It 
is  recommended  that  a  complete  turnover  of  Commission  membership  be  avoided  at 
all  costs.    An  orderly  change  is  better  and  sometimes  even  advisable „ 

The  exception  noted  to  the  general  pattern  of  trustee  organization, 
usually  found  elsewhere,  is  the  appointment  of  a  Secretary  of  the  Commission 
who  is  solely  answerable  to  the  Commission,  but  who  at  the  same  time  holds  line 
responsibilities  within  the  Library  organization.     It  is  recommended  that  the 
person  who  is  the  Secretary  of  the  Commission  be  a  regular  staff  member  duly 
responsible  to  the  City  Librarian.    As  such  he  would  be  the  Chief  of  the 
Administrative  Division  of  the  Library,  reporting  directly  to  the  City 
Librarian  for  those  responsibilities  and  that  in  addition,  he  serve  as  the 
Secretary  of  the  Commission,  being  responsible  to  that  body  for  the  secretarial 
work,  preparation  of  records  and  the  keeping  of  the  minutes.    The  level  of 
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responsibility  would  be  directly  below  that  of  the  Assistant  City  Librarian 
and  will  be  discussed  in  Chapter  III. 

There  are  five  important  areas  of  responsibility  which  directly  concern 
the  Library  Commission,  namely;    1)  developing  library  objectives;  2)  recognizing 
the  educational  functions  of  a  public  library;  3)  placing  proper  and  equitable 
emphasis  on  the  various  aspects  of  library  activities;  h)  studying  and  approving 
the  organizational  requirements  to  achieve  the  Library's  objectives;  and  £) 
visiting  and  inspecting  not  only  the  various  component  parts  of  the  San  Francisco 
system,  but  also  those  libraries  serving  populations  of  roughly  from  £00,000  to 
1,000 ,,000  in  the  various  cities  in  the  United  States. 

Only  in  the  last  decade  have  libraries  begun  to  write  down  what  their 
reason  for  existence  really  is.    Public  libraries  have  functioned  for  about  one 
hundred  and  fity  years,  but  until  recently  there  has  been  no  clear  cut  statement 
as  to  why  they  are  organized  and  what  they  are  supposed  to  do.    Several  of  the 
major  libraries  have  now  developed  stated  objectives,  objectives  which  also 
contain  a  book  selection  policy.     It  is  recommended  that  the  few  statements 
that  have  been  developed  be  studied  and  that  in  the  course  of  the  next  few 
years  a  statement  be  prepared  for  the  San  Francisco  Public  Library  recognizing 
its  own  particular  needs. 

The  prevailing  thought  in  the  profession  today  is  that  public  libraries 
have  a  greater  educational  function  than  ever  recognized  previously,,    As  Lowell 
Martin  has  so  aptly  stated;     "For  all  its  modest  nature  and  relatively  small 
cost,  it  is  the  public  library  that  is  uniquely  the  agency  for  informing 
individuals.    The  newspaper  provides  information  that  large  groups  of  people 
want— the  public  library  serves  one  person  at  a  time  for  his  own  special  needs . 
The  school  builds  a  foundation  of  education  in  a  dozen  years  of  the  person's 
life.    The  doctor  or  lawyer  are  turned  to  in  time  of  trouble— the  public  library 
serves  the  individual  in  his  day-to-day  activities.     It  has  been  aptly  called 
'the  people's  university1. 
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"The  common  element  in  public  library  services  is  that  it  deals  with 
the  individual  seeking  knowledge  on  his  own  initiative ,     In  the  long  run  such 
knowledge  may  be  more  important  than  that  learned  formally  in  the  class-room., 
and  this  applies  whether  a  person  has  limited  schooling  or  a  Ph.D.  degree." 

It  is  impossible  for  libraries  to  compete  with  the  entertainment  world 
and  the  growth  of  the  paperback  book;  the  offerings  of  radio  and  television 
place  the  library  in  an  untenable  position  as  to  this  kind  of  competition. 
Rather,  it  is  best  to  develop  good  sound  book  collections  which  will  provide  a 
means  of  self -development  for  the  individual ,  supplemented  by  good  leisure 
reading  materials  rather  than  to  build  a  program  which  rests  primarily  on  a 
fickle  world  of  light  entertainment. 

In  my  years  of  experience ,  I  have  learned  that  library  trustees  are  far 
more  apt,  as  is  natural,  to  have  a  better  grasp  on  the  building  and  physical 
problems  of  the  library  than  on  the  technical  aspects „     It  is  not  easy  to 
acquaint  laymen  with  the  intricate  details  of  processing  a  book;  or  why  it  is 
important  to  keep  certain  old  books,  periodicals  or  newspapers  in  the  library's 
collections,  or  the  advantages  of  building  a  staff,  educated  and  trained  in  the 
various  specialities  of  librarians  hip— or  even  why  with  training  .certain 
individuals  are  temperamentally  unsuited  to  certain  positions  which  may  be 
administrative,  supervisory  or  otherwise.     Commission  meetings  are  not  held 
often  enough  nor  are  they  long  enough  to  fully  acquaint  all  members  as  to 
the  various  aspects  of  library  activities  and  as  to  the  proper  and  equitable 
emphasis  to  be  placed  on  each  one0     A  continual  effort  must  be  exerted  by  the 
chief  administrator  and  his  immediate  associates  to  achieve  this  balance  and 
as  new  members  are  added  to  the  Board  this  work  must  be  started  all  over  again. 

As  this  understanding  becomes  developed  the  library  trustee  is  better 
prepared  to  study  and  give  approval  to  the  organization  needed  to  achieve  the 
library's  objectives .     One  must  be  certain  of  the  course  to  be  taken.     A  great 
difficulty  is  that  organizational  changes  are  not  easily  made;  it  is  very  expensive 
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to  change  routines;  to  reassign  duties  and  shift  personnel;  to  acquire  new 
equipment  and  space;  and  to  then  acquaint  the  library  patron  with  changes  so 
the  reader  will  not  be  frustrated  in  his  attempt  to  use  the  library  facilities , 

Cost  accounting  is  not  that  prevalent  in  sufficient  detail  in  libraries 
to  allow  for  exacting  estimates  to  be  made  in  many  instances.     Indeed,  many 
library  services  are  predicated  on  a  whole  series  of  intangibles.    More  often 
than  not  the  good  judgment  of  the  technical  expert  will  have  to  be  substituted 
for  cost  accounting. 

All  this  is  to  say  that  a  thorough  understanding  of  the  library  objectives, 
the  library  structure  or  organization  is  essential  on  the  part  of  any  library 
board. 

Checks  and  counterchecks  are  always  valuable  in  any  organization  and  it 
is  my  recommendation  that  every  Commissioner  shall  each  year  visit  another 
library  that  is  reasonably  of  the  same  size  as  the  San  Francisco  Public  Library 
and  study  the  service  program  and  the  organization  of  that  library a     It  is  as 
valuable  to  know  what  you  don't  want  to  do  as  it  is  to  know  what  you  do  want  to 
do.     In  either  case  you  will  have  your  reasons  and  you  will  have  seen  the  operation 
elsewhere.     If  travel  is  not  possible,  membership  in  state  and  national  library 
organizations,  desirable  in  any  event,  is  a  means  of  keeping  up  with  activities 
and  developments  elsewhere. 

Being  a  library  trustee  is  a  civic  and  curlifcurai  honor;  being  a  trustee 
is  also  a  real  task  involving  hard  work  and  thought,, 


CHAPTER  III 

ORGANIZATION  OF  THE  LIBRARY 

The  organization  of  any  institution  must  be  so  directed  as  to  obtain 
the  maximum  of  efficiency  in  order  to  achieve  its  objectives.  Non-productive 
activities,  routines  or  positions  have  no  place  in  any  organization,  institutional 
or  otherwise.    Unless  an  activity  can  pay  its  way  over  a  period  of  time,  such 
an  activity  becomes  not  only  a  drain  on  resources,  but  tends  to  deaden  an 
institution.    Costs  for  activities  must  be  reasonable  for  if  they  are  not,  the 
activity  will  have  to  be  deleted  from  the  program,,    Likewise  personnel  must  be 
justified  for  man  hour  costs  are  not  only  the  major  part  of  the  budget,  but 
reflect  costs  for  years  to  come  in  pension  payments.    On  the  other  hand,  there 
must  be  sufficient  personnel  to  handle  the  work  loads  and  services  required  to 
meet  agreed  upon  activities  of  the  library. 

The  chain  of  command  must  be  clear-cut  and  the  administrative  load  must 
be  equitably  distributed  both  as  to  function  and  quantity,,    There  must  be 
logical  groupings  of  functions,  although  it  may  at  times  become  expedient  in 
an  old  building  to  compromise  because  of  building  construction,,    The  organiza- 
tion must  be  well  and  concisely  knit  together,  for  a  sprawling  organization 
spells  trouble o 

The  organization,  and  especially  the  staffing.,  will  recognize  the 
differences  in  function  between  the  Main  Library  and  the  extension  or  branch 
system.     At  times  it  would  seem  as  if  the  physical  features  of  the  Main  Library 
are  as  great,  if  not  greater,  a  problem  for  that  area  as  are  the  geographical 
features  of  the  branch  system,, 

It  is  my  recommendation  that  the  present  organization  (see  chart  0)  be 
reviewed  and  that  the  following  organization  (see  chart  1)  be  effected,, 

Recommended  Organization 

The  following  major  changes  are  recommended  from  the  present  organization. 
They  are  as  follows: 
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1)  establishment  of  the  post  of  Assistant  City  Librarian  whose  responsibilities 
shall  include  supervision  of  all  public  services,  including  public  relations; 

2)  the  organization  of  a  Processing  Division  with  a  single  head  who  shall 
supervise  the  Order,  Catalog  and  Binding  and  Preparation  Departments; 

3)  the  assignment  of  the  duties  of  the  Secretary  of  the  Commission  as  a  line 
officer  directly  responsible  to  the  Chief  Librarian,  but  continuing  the 
responsibilities  for  the  secretarial  and  record  work  of  the  Commission; 

h)    the  creation  of  a  post  to  provide  for  the  supervision  of  the  Main  Library 

Public  Departments;  and 
£)    the  establishment  of  three  staff  positions  to  coordinate  the  age-level 

activities  and  development  of  book  collections  for  the  system,, 
These  recommendations  are  in  line  with  the  various  library  organizations 
throughout  the  country,,    Each  recommendation  will  be  discussed  in  connection 
with  the  organizational  pattern. 

The  City  Librarian,  for  a  city  the  size  of  San  Francisco,  cannot  possibly 
handle  an  organization  the  size  of  the  San  Francisco  Public  Library  without  top- 
level  assistance o    He  must  be  free  to  plan  the  overall  work  and  growth  of  the 
Library.    He  must  have  time  to  work  with  the  Library  Commissioners,  the  various 
officers  of  the  city  government  and  the  many  civic  leaders  and  groups  interested 
in  the  Library,,     He  must  have  the  necessary  time  to  meet  every  new  opportunity 
as  well  as  every  new  problem. 

Five  people  would  report  directly  to  the  City  Librarian,  namely;    1)  the 
Assistant  City  Librarian;  2)  the  Chief  of  the  Processing  Division;  3)  the 
Personnel  Officer;  k)  the  Chief  of  Administrative  Services;  and  5>)  the  Secretary 
to  the  City  Librarian. 

An  Assistant  City  Librarian  is  an  essential  part  of  the  proposed  organization. 
He  would  become  Acting  City  Librarian  in  the  absence  of  his  superior.    There  must 
be  an  administrative  officer  available  at  all  times  to  the  various  division  and 
departmental  supervisors.     It  is  logical  to  place  in  this  one  person's  hands 
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the  responsibility  for  all  public  services.    This  is  a  great  task  and  it  is 
essential  that  one  person  know  and  supervise  the  various  public  services 
whether  they  be  in  the  Main  Library,  on  the  Bookmobile  or  in  the  branches. 
The  result  will  be  a  uniformity  of  decisions,  a  balancing  of  services  and 
manpower  and  a  well-kndjt  compact  operation.     It  will  mean  a  sound  program  of 
book  selection  a  careful  attention  to  the  collections  and  a  coordinated  program 
of  library  services. 

Six  persons  would  report  directly  to  the  Assistant  City  Librarian, 
namely;    1)  The  Chief  of  the  Main  Library!  2}  the  Chief  of  Extension  Services; 
3)  the  Coordinator  of  Work  with  Children;  U)  the  Coordinator  of  Work  with 
Young  Adults;  5)  the  Coordinator  of  Work  with  Childgnsii;  and  6)  the  Public 
Relations  Officer. 

Main  Library  Public  Services 
Central  libraries  designed  prior  to  1933  have  uniformly  created  terrific 
building  problems  in  trying  to  design  functional,  modern  library  service 
programs  for  library  service  today.    No  large  public  library  in  the  United 
tes  faces  a  worse  problem  in  this  respect  than  does  San  Francisco,,  Many 
approach  San  Francisco fs  plight  but  none  surpass  it,    Baltimore,  Cincinnati 
and  Oakland  are  in  new  buildings;  Boston,  Minneapolis  and  Seattle  are  about  to 
build  new  buildings  or  additions;  except  for  space  problems,  Cleveland  and  Los 
Angeles  while  they  have  moderately  old  buildings,  are  acceptable  compared  to  San 
Francisco's  building,    Milwaukee,  Pittsburgh,  Portland  and  St,  Louis  have  made 
or  are  planning  extensive  modernization  to  existing  buildings.     It  is  my  strong 
recommendation/  that  an  architect  and  library  consultant  be  secured  right  away 
to  make  long-range  recommendations  concerning  the  Main  Library,     This  is  in 
keeping  with  the  time  schedule  called  for  in  the  Master  Plan  now  recommended 
for  the  Civic  Center, 

For  both  service  and  psychological  reasons  it  is  imperative  that  something 
be  done—and  soon—to  the  Main  Library,     Ideally  a  new  building  should  be  built. 


-11- 

but  land  and  funds  are  problems  and  it  would  take  years  to  arrive  at  a  solution. 
The  second  best  thing  would  be  to  tear  out  the  interior  of  the  present  building 
and  to  rebuild  it  and,  at  the  same  time,,  extend  it  to  Hyde  Street.     This  will 
have  to  be  done  in  time.    The  third  alternative ,  and  it  is  only  an  expediency , 
would  be  to  departmentalize ,  reorganize  present  services ,  to  relight  and 
redecorate ,  and  to  place  more  books  on  open  shelves.     This  temporary  expediency 
would  pay  off  in  efficiency,  convenience  and  public  relations. 

With  the  long  corridors,  space-wasting  staircases,  high  ceilings,  public 
departments  on  several  floors  and  in  illogically  placed  rooms,  it  will  take 
more  than  the  wave  of  a  magic  wand  to  bring  into  being  a  workable  plan  of 
departmental  organization 

At  a  relatively  low  cost  a  temporary  solution  could  be  obtained  by: 
1)  relighting  all  public  and  staff  work  areas  and  hallways  requiring  it  and 
providing  not  less  than  a  $0  ft.  candle  reading;  2)  redecorating  all  public  areas 
using  color  to  bring  warmth  to  the  interior;  and  3)  by  the  establishment  of  more 
subject  departments  and  bringing  more  books  out  from  the  book  stack  so  that 
people  can  have  access  to  them  without  the  long  wait  necessitated  by  securing  them 
from  closed  stacks.    From  an  aesthetical  point  of  view  and  for  the  comfort  of 
the  individual,  this  move  would  be  welcome  to  even  the  casual  patron;  but  to  the 
person  intent  on  securing  reference,  research,  subject  and  leisure  reading,  the 
change  would  be  of  tremendous  significance .    Furthermore,  by  the  establishment 
of  more  subject  departments,  with  proper  staffing,  i.e.,  securing  librarians 
with  appropriate  subject  background,  you  will  bring  the  highest  type  of  modern 
library  service  to  your  readers,     (See  chart  2  for  the  plan  of  organization.) 

The  supervision  of  the  public  departments  or  services  of  the  Main  Library 
would  be  assigned  to  one  person  who  would  have  overall  control  over  reference 
work,  readers  advisory  and  circulation  activities,  welding  the  whole  into  one 
cohesive  operation.    The  following  departments  would  be  required i 
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(on  the  second  floor)  - 

1)  General  Reference  <,    This  department  would  be  responsible  for  all  reference 
work  not  assigned  to  the  various  subject  departments.    Its  collections  would 
include  the  city  and  telephone  directories.    The  staff  would  have  special 
training  in  reference  work.     It  would  have  a  local  history  section  for  reference 
purposes  only.    This  latter  function  would  have  to  be  shared  in  part  with  such 
other  departments  as  the  Newspaper  Department.    The  Reference  Department  would 
remain  in  its  present  location. 

Catalog  Information  Section,.    This  section  of  the  Reference  Department  would 
be  situated  -where  the  present  Circulation-Reference  Department  is  located.  Its 
main  function  would  be  to  assist  people  in  locating  material  in  the  catalog  and 
to  direct  the  patron  to  the  proper  department.    The  Catalog  Information  staff 
would  consist  of  trained  librarians.    It  would  be  advisable  to  have  these 
assistants  work  part-time  in  the  various  subject  departments  and  in  the  catalog 
department,  as  well  as  to  have  staff  members  from  the  public  departments  assist 
in  covering  the  schedules. 

2)  History 9  Economics  and  Industry.    This  department  covering  the  300,  500,  600 
and  900  classifications  would  be  located  where  the  present  fiction  collection 

is  shelved.    It  would  also  include  the  work  with  public  documents.     Its  collections 
would  include  those  reference  and  circulating  books  included  in  the  above 
classifications s  the  periodicals  for  the  last  five  to  ten  years  needed  to  carry 
on  its  work  and  the  pamphlet  and  ephemeral  literature  peculiar  to  its  needs. 
The  staff  of  this  department  would  have  educational  backgrounds  appropriate  to 
the  subject  material  included  in  the  department.     It  is  recommended  that  stacks 
be  erected  in  the  room,  either  lengthwise,  or  in  alcoves  from  the  outside  wall, 
to  accommodate  an  increased  number  of  books  on  open  shelves. 

A  decision  on  the  function  of  the  Business  Branch  is  required  at  this 
point.     If  it  is  to  be  solely  an  agency  to  take  care  of  business  information,  it 
will  be  primarily  a  reference  library  with  a  limited  number  of  circulating  books 
relating  to  the  business  requirements.     It  which  case  it  must  be  cisely  allied 


with  the  History,  Economics  and  Industry  Department.    Leisure-time  reading 
would  not  be  obtainable j  readers  desiring  such  material  would  depend  on  the 
Main  and  branch  libraries. 

However,  because  of  the  location  of  the  Main  Library,  there  is  good 
reason  to  consider  the  provision  of  general  reading  to  the  vast  number  of 
adults  who  daily  use  this  part  of  the  city.    If  such  a  decision  is  made,  the 
branch  will  need  to  have  a  staff  for  business  reference  services  and  another 
professional  staff  for  servicing  the  general  reading  needs  of  the  patron 
desiring  such  literature.    The  argument  for  a  branch  having  general  literature 
as  well  as  business  materials  is  the  distance  from  the  Main  Library  (about  one 
mile)  and  the  great  number  of  potential  users  in  the  daytime.     It  would  not 
be  expected  that  this  branch  would  be  open  after  6:00  P.  M. ,  nor  on  Saturdays 
in  the  summer.    The  argument  against  having  general  literature  is  that  San 
Francisco  is  a  compact  city  and  reasonably  well  covered  with  neighborhood 
branches.    However,  accessibility  is  a  compelling  one  and  I  favor  the 
combination. 

In  any  event,  the  closest  cooperation  will  be  necessary  with  the  Main 
Library  departments,  and  this  branch  should  come  within  its  orbit. 
3)    Young  Adult  Department.    This  rather  small  department  would  also  be  located 
in  the  same  area  as  the  Catalog  Information  Section.  It  would  have  its  own 
collection  of  books  particularly  suited  for  teen  agers  and  largely  drawn  from 
titles  included  in  the  adult  collections.     It  will  serve  as  a  bridge  for  the 
adolescent  to  the  adult  collections.    The  staff  must  be  thoroughly  acquainted 
with  both  leisure  time  and  school  reading  and  must  be  in  a  position  to  direct 
the  student  to  the  proper  subject  and  reference  departments  for  other  than 
recreational  reading0 
(on  the  first  floor)  - 

h)    Fiction  Department.    This  department  would  be  located  in  the  present  Print 
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Room  and  it  is  hoped  that  the  Ladies  Room  could  be  relocated  and  that  area  also 
added  to  the  Fiction  Department,,    This  collection  is  one  with  a  high  turnover 
and  only  live  titles  should  be  kept  in  the  department  on  open  shelves.  Displays 
of  readable  books  from  the  subject  departments  should  be  included,  thus  indicating 
the  full  resources  for  leisure  time  reading.    Books  on  sports  and  games  (790-799) 
would  also  be  included  in  this  department. 

5)  Humanitiooj  Philosophy  and  Religion  Department.    This  department ,  consisting 
of  books  in  the  classes  000,  100,  200,,  U00  and  800  would  be  located  in  the  present 
Children's  Room.    As  with  the  other  subject  departments  it  would  have  the  reference 
and  circulating  books ,  the  periodicals  and  ephemeral  literature  pertinent  to  its 
needs,  and  a  staff  with  appropriate  subject  background.    Additional  free  standing 
stacks  should  be  added0 

6)  Art  Department.     Presently  crowded  in  the  Reference  Room,  this  department 
would  be  located  where  the  present  Newspaper  Department  is  situated.     The  bulk 
of  the  holdings  in  the  field  of  art  should  be  housed  heree    The  collections 
would  include  all  the  circulating  and  reference  books,  the  periodicals  and 
ephemeral  literature  and  the  picture  collection.    The  staff  would  have  an 
appropriate  educational  background.    Appropriate  shelving  would  be  required. 

7)  Films  Department.    This  department  of  educational  films  for  use  by  adult 
groups  would  be  housed  in  the  area  directly  beyond  the  fek  Department.  Although 
a  preview  room  will  have  to  be  located  elsewhere ,  this  seems  to  be  a  reasonable 
place  for  the  department . 

8)  Newspaper  and  Periodical  Department.     It  is  recommended  that  this  department 
be  located  in  the  first  floor  film  area.     The  combination  of  these  two  departments 
is  a  logical  step  in  view  of  the  space  problems  in  the  Main  Library.    With  the 
placing  of  the  current  subject  periodicals  in  the  subject  departments,  the 
number  of  periodicals  handled  in  this  department  will  be  reduced.    A  decision 
regarding  the  handling  of  bound  volumes  over  five  to  ten  years  old  will  need 

to  be  made.    The  location  of  the  periodical  files  will  determine  whether  they 
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should  be  serviced  by  this  or  the  subject  departments .    A  master  list  of  serials 
should  be  maintained  by  this  department „ 

9)  Children's  Department,    This  department  would  be  located  in  the  area  now 
occupied  by  book  return,  registration  and  the  branch  and  stations  work. 
Considerable  alterations  would  need  to  be  made  because  of  walls  and  different 
floor  levels .    The  area  is  smaller  than  the  present  quarters  and  book  stack 
space  would  have  to  be  made  available  to  this  department » 

(on  the  third  floor)  - 

10)  Music  Department.    Convert  Assembly  Room  to  stacks »    Use  present  Periodical 
and  Commission  Rooms  for  new  Assembly  Roomo    Commissioners  to  use  City  librarian's 
Office  for  their  meetings » 

(in  several  areas)  - 

U)  Circulation  Department „    Four  important  functions  would  be  assigned  to  this 
department,  namely?    a)  registration ;  b)  loan  and  return  of  library  materials j 
c)  work  on  overdue  materials;  and  d)  the  care  and  servicing  of  the  book  stack. 

A  thorough  reorganization  of  all  Circulation  Department  routines  should 
be  carried  out„    In  registration  work  simplification  is  neededo    Too  many 
records  are  kepto    The  staff  should  be  trained  to  perform  various  clerical 
operations  and  should  be  assigned  various  posts  and  duties  without  specialization 
in  one  area0    An  evaluation  should  be  made  in  terms  of  simplified  registration 
systems  developed  in  other  libraries  with  the  realization  that  cost  of  added 
records  takes  funds  away  from  other  essential  services  or,  for  example,  the 
purchase  of  books o 

It  is  recommended  that  the  center  main  entrance  door  no  longer  be  used 
and  that  it  become  an  exterior  display  window  and  that  the  space  in  the  lobby 
between  the  two  remaining  doors  be  used  for  a  central  loan  desko  The  door  on 
the  right  would  be  used  for  an  entrance  door  leading  to  the  return  desk;  the 
door  on  the  left  would  be  used  as  the  charge  desk,  with  the  registration  desk 
in  the  center. 
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With  the  relocation  of  the  charge  desk  consideration  should  be  given  to 
the  installation  of  a  book  conveyor  to  transport  books  from  the  return  desk  to 
the  sorting  rooms  on  a  lower  level 5  in  order  to  then  check  for  reserves  and  to 
return  the  books  to  either  the  public  departments  or  to  the  book  stack. 

The  City  Controller  and  the  Bureau  of  Delinquent  Revenue  should  be 
consulted  relative  to  the  manner  in  which  the  delinquent  accounts  of  the  Public 
Library  are  conducted.     It  is  my  recommendation  that  the  cost  of  the  present 
arrangement  is  exorbitant  and  the  Library  can  handle  this  work  at  less  cost  and 
more  effectively,. 

By  having  registration  and  charging  close  together  the  two  functions 
can  be  handled  by  one  assistant  in  slack  hours „    A  policy  decision  of  counting 
circulation  and  renewals ,  both  at  the  Main  Library  and  in  the  branches  in 
keeping  with  the  policy  in  other  libraries,,  will  make  for  uniform  reporting 
of  statisticso    A  simple  rule  is  that  the  circulation  of  a  book  is  counted  once,, 
unless  renewed  by  the  borrower 9  when  the  book  is  taken  from  a  library  agency* 

There  is  yet  to  be  developed  a  satisfactory  book  charging  system  and  a 
careful  study  should  be  made  of  two  systems  as  to  their  applicability  to  the 
San  Francisco  Public  Library,,    These  two  are  the  Addressograph  and  the  Brodac 
systems „    Studies  and  experimental  use  in  other  cities  indicate  that  these 
systems  have  great  promise  for  libraries  with  a  high  volume  of  circulation,, 
What  works  well  in  one  library s  however,,  is  not  necessarily  satisfactory  for 
another o    In  no  case  should  a  permanent  installation  be  made  without  experimentation 
in  your  system,,    Among  the  advantages  of  the  above  systems  over  film  are  instant 
knowledge  of  actual  records  made  and  a  decentralized  overdues  system,,     It  should 
be  remembered  that  possibly  a  different  kind  of  charging  may  be  required  for  the 
Bookmobile o 

One  function  often  in  the  past  assigned  to  the  Circulation  Department  is 
the  reserve  routine „    However s  I  recommend  that  this  function  be  decentralized 
and  that  reserves  be  taken  and  filled  out  in  the  various  subject  departments 9 
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checked  against  reserve  files  and  the  shelves  there.    The  reserve  form,  after 
being  searched  for  in  the  department,  will  be  left  at  the  charge  desk  and 
paid  for  there.    At  the  end  of  each  day  they  will  be  returned  to  the  appropriate 
departments .    As  books  are  returned  by  borrowers  they  will  be  separated  in  the 
sorting  room,  arranged  in  class  order  by  department  and  books  on  reserve 
separated  out  by  the  departmental  page  before  the  books  are  returned  to  the 
shelves.    A  careful  check  should  be  kept  on  the  length  of  time  a  reserve  has 
been  held  and  duplicate  copies  be  ordered  as  required  or  the  borrower  notified 
that  the  book  is  no  longer  available 9  if  that  is  the  case.    Cards  for  titles 
no  longer  stocked  by  the  Library  should  be  removed  from  the  card  catalogs  as 
soon  as  possible,, 

Once  a  title  is  purchased  for  the  Library  it  is  then  incumbent  upon  the 
library  to  supply  that  title  in  sufficient  quantity  to  meet  reasonably  the  needs 
of  the  reading  public.    A  formula  should  be  devised  to  make  some  copies  of  a 
popular  title  non-reservable  and  to  have  other  copies  available  in  direct 
proportion  to  the  number  of  reserves  taken.    When  there  is  a  run-away  title 
supervisors  should  have  the  authority  to  cease  taking  reserves  for  it  becomes 
impossible  for  the  library  to  keep  up  with  the  demand  and  poor  public  relations 
can  then  occur.    The  library's  book  budget  (either  here  or  elsewhere)  is  not 
large  enough  to  overstock  any  book,  especially  ephemeral  titles. 

A  study  should  be  made  as  to  the  possibility  of  securing  stack  books  by 
the  public  from  either  the  first  or  second  floors.    This  will  almost  be  a 
necessity  if  subject  departments  are  located  on  both  the  first  and  second  floors. 

Once  a  detailed  study  is  made  of  this  department,  and  policies  and 
procedures  determined,  they  should  be  written  up  as  a  departmental  manual  for  use 
throughout  the  entire  system. 

One  suggestion  is  pertinent  to  the  exterior  of  the  building.     I  recommend 
that  the  cement  footwalk  be  removed  around  the  building  on  Fulton  and  Larkin 
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Streets  and  that  shrubs ,  similar  to  those  in  front  of  the  State  Building ,  be 
planted  along  the  building  on  Fulton.,  Larkin  and  McAllister  Streets,  This 
planting  would  enhance  not  only  the  building  but  the  entire  Civic  Center. 
While  this  work  is  being  carried  out  the  small  mound  at  the  rear  of  the 
building  should  be  removed  and  additional  parking  space  made  available. 

EXTENSION  SERVICES 

Fortunately,  San  Francisco  is  a  compact  city,  thus  forestalling  the  need 
for  the  development  of  regional  libraries  as  required  in  cities  with  excessive 
square  mile  areas 0    Branch  libraries  with  reasonable  collections  of  well-chosen 
books  for  children,  young  adults  and  adults  will  take  care  of  the  greatest 
turnover  or  use  of  standard  and  current  books,  leaving  to  the  Central  Library 
the  responsibility  for  less  popular,  expensive  or  rare  materials 0 

The  work  of  this  division  would  come,  as  at  present,  under  the  direction 
of  one  supervisor,,     As  the  number  of  agencies  is  considerable  (26)  and  will 
increase  with  the  addition  of  new  branches,  there  should  also  be  an  assistant 
supervisor0     The  volume  of  work  relating  to  schedules,  rout  ines  a  nd  general 
administration  is  sufficient  to  warrant  this  extra  position,, 

Three  areas  of  activity  comprise  the  work  carried  on  in  Extension  Services, 
namely;     a)  the  branches  (2h)  °,  b)  the  Stations;  and  c)  the  Bookmobile,, 
Branch  Libraries 0    Branch  construction  in  San  Francisco  has  been  excellent „  The 
new  branches  are  well  planned,  delightful  aesthetically  and  are  well  located,, 
Building  costs  are  most  reasonable  as  compared  with  what  has  been  done  elsewhere . 
Emphasis  should  be  given  to  an  early  revision  of  the  195>3  survey  on  the  Location 
of  Public  Libraries  in  San  Francisco  in  the  light  of  developments  and  changes 
in  overall  city  planning  in  the  intervening  years „     Changes  have  been  rapid  in 
the  last  five  years  and  give  emphasis,  in  particular  to  the  Visitacion  Valley 
and  Ocean  View  districts  because  of  their  proximity  to  San  Mateo  County „ 
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All  the  old  Camegie  libraries  to  be  kept  should  be  completely  renovated , 
the  charging  desks  rebuilt,  additional  book  stacks  installed,  strip  fluorescent 
lighting  (giving  £0  ft.  candle  power  when  installed),  the  buildings  redecorated 
and  color  introduced  comparable  to  that  found  in  new  buildings.    New  furniture 
should  be  purchased  to  replace  that  designed  for  another  day  and  now  both  outmoded 
and  worn  out.    This  work  should  be  planned  over  a  three  to  five  year  period,  doing 
several  branches  each  year  until  the  program  is  completed. 

The  costs  of  renovations  should  not  be  excessive  and  will  depend  on  the 
condition  of  the  roofs  and  boilers.    Except  for  major  construction,  $75>jOOO 
at  the  most  would  be  needed  for  each  branch  and  at  best  $50^000  should  be  allowed 
if  roofs,  boilers  and  structural  changes  are  not  required .     (See  Appendix  for 
those  branches  requiring  rehabilitation.")  Part  of  these  costs  represent  deferred 
maintenance  charges;  part  are  costs  of  improvement  and  modernization  faced  by 
any  business  or  institution.    When  buildings,  like  book  collections,  go  to  seed, 
use  of  the  library  will  tend  to  decline.    The  store  branches  should  be  replaced 
only  when  the  volume  of  circulation  is  in  excess  of  80s000  volumes  circulated 
annually  or  when  a  move  will  insure  this  amount  of  circulation  or  more.  In 
general,  branches  should  be  located  where  adults  are  likely  to  go  to  shop,  as 
for  example,  the  new  Merced  Branch. 

The  organizing  of  the  branch  system  into  three  categories  (See  Table  IV) 
according  to  volume  of  use  and  activity  is  an  excellent  policy.    This  has  many 
advantages  and  such  a  scheme  can  be  used  to  determine  the  number  of  staff, 
classifications,  the  hours  of  opening,  the  book  stock,  etc. 

As  will  be  noted  from  the  grouping  of  the  branches,  as  shown  in  Table  IV, 
and  an  examination  of  the  statistics,  there  is  not  a  uniform  pattern  as  to  use, 
turnover,  book  stock  or  staffing.     Indeed,  it  is  impossible  to  achieve  a  situation 
where  the  results  on  a  per  capita  basis  are  uniform.    But  the  study  of  such 
information  does  give  a  clue  as  to  the  administration  of  the  branch  system. 
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The  following  factors  will  have  to  be  considered  for  each  branch; 

a.  The  community  served 

1.  The  type  of  reader,  his  reading  abilities  and  interests. 

2.  The  age-level  populations  within  the  community. 

3.  The  interests  and  occupations  of  the  residents. 

H.  The  number  of  registered  and  unregistered  borrowers. 
5.    Other  community  resources  available,  i.e.,  recreation. 

centers — commercial  and  public;  adult  education  centers,  etc. 

b.  The  building 

I.  Its  location. 

2.     The  hours  of  opening. 

3»    The  number  of  floors  used. 

h»     The  number  of  service  desks  (charging  and  reference/book 
selection  desks)  staffed. 

5.  Facilities  for  programs. 

6.  Availability  of  parking. 

7.  Condition  of  the  building. 

c.  The  book  collection 

1.  The  basic  stock— quality  and  quantity. 

2.  Needs  by  age-level  groups. 

3.  Loans  from  other  agencies,  esp„  Main  Library. 
ho     Current  accessions. 

5.  Weeding  obsolescent  or  little  used  materials. 

6.  Non-book  materials— periodicals ,  pamphlets,  pictures  and 

phonorecordings  0 

d.  Use  of  the  Library 

1.  By  age-level  groups. 

2.  Peak  hours „ 

3.  For  reference  and  lending. 
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h.    For  programs, 
e.     The  Staff 

1.  Administration  and  supervision, 

2.  Age-level  requirements. 

3.  Community  programs. 

U.     Clerical  requirements. 

The  study  of  the  above  factors  in  relation  to  each  branch  is  highly 
recommended  and  should  be  incorporated  or  supplement  the  revision  of  the  1953 
report  when  revised.     It  will  take  close  to  a  year  to  produce  such  a  study 
and  it  should  be  done  by  the  Library  staff  under  the  direction  of  the  City 
Librarian.,  the  Assistant  City  Librarian  and  the  ranking  chiefs  and  coordinators 
responsible  directly  to  the  top  administrators.    The  branch  heads  and  their 
staff  will  work  on  the  detail  for  their  individual  agencies.    This  group  should 
work  closely  with  the  City  Planning  Commission  in  formulating  the  total  program 
in  conformity  with  the  Master  Plan  of  San  Francisco.    The  study  will  then  be 
summarized  and  the  recommendations  presented  for  review  by  the  Library  Commission. 
The  report  in  final  form  should  then  be  turned  over  to  the  Mayor  and  Board  of 
Supervisors  for  action  and  implementation.    As  all  San  Franciscans  have  an 
investment  in  their  library 3  copies  of  the  report  should  be  made  available  to 
the  press  and  to  those  interested  citizens  who  desire  a  copy.     The  report 
should  be  featured  in  each  branch  library.     (See  Appendix  for  recommendations 
concerning  individual  branches.) 

Once  the  Commission  has  reviewed  a  revised  branch  program  every  effort 
should  be  made  to  secure  future  sites  while  they  are  still  available.  Rising 
&psts  and  other  new  buildings  on  desirable  sites  will  be  factors  with  which  to 
contend. 

Three  aspects  of  the  branch  situation  will  be  discussed  later,  i..@.5  the 
collections,  the  staff  and  the  program. 

Stations .    The  work  of  supplying  books  to  institutions  is  an  important  aspect 
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of  any  public  library.    Sending  books  to  hospitals,  old  people's  homes,  prisons 
and  other  agencies  is  a  time-consuming  business  because  great  attention  must 
be  given  to  book  selection  and  often  to  the  training  of  volunteers  to  carry  on 
part  of  the  work.     It  is  not  recommended  that  Glen  Park  Branch  be  continued  but  the 
woik  there  be  carried  on  by  the  Bookmobile.     It  is  further  recommended  that 
Stition  "S"  be  discontinued  when  the  new  North  Beach  Branch  is  opened. 
Bookmobile.    A  bookmobile  can  be  of  great  value  in  an  urban  area,  although  its 
use  is  decidedly  limited.    Primarily,  it  should  be  used  to  bring  partial  library 
service  to  residents  in  areas  thinly  populated  and  remote  from  branch  libraries. 
Children  will  flock  to  a  bookmobile,  but  it  takes  adults  a  longer  time  to  adjust 
to  its  use.    The  locations  should  be  clearly  designated  and  stops  of  sufficient 
length  maintained  to  encourage  use  by  adults 0    The  collections  should  be  as 
new  as  those  of  a  branch  and  should  represent  the  reading  needs  of  all  age  levels. 
It  is  entirely  conceivable  that  once  the  branch  building  program  is  completed, 
there  will  be  no  further  need  in  San  Francisco  for  this  service. 

Work  of  the  Coordinators 
Three  Coordinators  are  recommended  for  the  three  age  levels  with  which 
public  libraries  are  concerned,  namely:    Work  with  Children;  Work  with  Young 
Adults;  and  Work  with  Adults,    Each  coordinator  should  have  an  assistant  and  a 
secretary.    The  coordinator  (a  staff  officer)  has  no  supervisory  authority  except 
over  those  assistants  assigned  to  his  own  office.    His  functions  are:  study, 
planning,  thinking,  stimulations,  advice  and  guidance.    He  brings  to  supervisors, 
staff  and  administration  the  stimulus  of  the  best  thought  of  the  profession  and 
his  knowledge  of  the  whole  library  service  into  which  the  branches  and  departments 
must  fit.    More  specifically  his  duties  include* 

1)  Integration  of  the  work  in  his  particular  area  with  that  of 

the  entire  system  (perhaps  the  most  important  of  all.) 

2)  Advice  and  assistance  in  policy  formation. 
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3)    Equitable  distribution  and  wise  selection  of  book  collections. 
k)     In-service  training  of  special  groups  and  for  special 
activities . 

5)  Advice,  stimulus  and  guidance  to  staff  in  his  particular  area 

of  public  service. 

6)  Advice  in  selection  and  placement  of  personnel,,  (Final 

decision  rests  with  the  City  Librarian,) 

7)  Initiation  and  assistance  in  the  development  of  new  service 

techniques  and  methods. 

These  three  staff  officers  are  freed  from  all  administrative  detail  and 
can  thus  devote  all  their  time  to  the  book  collections!  staff  development  and 
programming  of  services  to  the  readers.     I  cannot  emphasize  too  strongly  the 
need  for  these  positions.    In  book  selection  the  coordinators  are  of  great- 
assistance  to  the  branch  librarians ,  assisting  in  the  selection  of  quality 
material  and  advising  in  its  use;  transferring  material  for  more  extensive  use 
in  other  branches  which  are  in  need  of  it;  and  aiding  in  program  planning  and 
city-""ide  community  work .    At  the  Main  Library  the  coordinators  see  that  the 
collections  are  kept  in  balance  according  to  need,  recommend  the  size  of  book 
and  binding  budgets,  review  the  current  and  older  titles  purchased  and  represent 
the  Library  in  the  many  areas  where  library  resources  and  services  can  be  of 
value  to  the  city.    The  Coordinators  for  Work  with  Children  and  with  Young  Adults 
will  work  closely  with  the  public ,  parochial  and  private  schools. 

Public  Relations  and  Exhibits 

In  the  organization  I  recommend  that  this  office  be  attached  to  the  work 
of  the  Public  Services  Division  and  that  the  Public  Relations  Officer  report 
directly  to  the  Assistant  City  Librarian.     The  bulk  of  the  work  will  relate  to 
informing  the  public  about  services  available  to  them  and  a  working  arrangement 
can  be  made  with  the  City  Librarian  for  releases  from  his  office  and  from  the 
Library  Commission.    The  staff  should  be  expanded  to  include  secretary  help  and 
exhibit  technicians.     See  Chapter  VII  for  functions  and  activities. 
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Processing  Services 
Great  savings  in  operations  can  be  made  by  combining  the  work  of  ordering, 
cataloging,  binding  and  preparing  books  for  use  into  one  Processing  Division 
and  under  the  head  of  one  supervisor.     Clerical  staff  can  be  shifted  from  one 
operation  to  another  as  the  peak  volume  of  work  moves  from  one  department  to 
another;  procedures  can  be  inter-related;  one  supervisor  can  work  with  the 
public  departments  and  the  branches  and  speak  for  the  entire  Processing  Division. 
Order  Department.     As  book  selection  will  be  done  by  the  heads  of  the  public 
service  agencies,  the  ordering  of  books  is  largely  a  clerical  routine.  However, 
there  is  that  much  professional  knowledge  needed  about  bibliographical  entries 
and  the  various  bibliographies  themselves,  about  types  of  dealers  and  their 
specialities,  that  the  head  of  this  department  and  one  or  more  assistants 
should  be  professional  librarians.     In  this  department  will  be  centered  the 
ordering  from  the  dealers  of  all  purchased  materials  including  books,  sheet 
music,  phonorecords,  pamphlets,  periodicals,  serials  and  newspapers,  etc., 
(but  excluding  government  documents  which  will  be  handled  directly  in  the 
Documents  Section)  and  in  addition  the  receipt  of  gifts  and  the  handling  of 
exchanges.    They  will  purchase  in  accordance  with  established  procedure  (an 
unusually  complicated  one)  and  forward  checked  vouchers  to  the  Accounting 
Office.    They  will  keep  a  record  by  agency  of  the  expenditures  according  to  a 
predetermined  distribution  and  the  annual  budget  for  books,  periodicals,  etc. 
Funds  for  basic  book  collections  of  new  branches  should  be  entirely  separate, 
distinct  and  in  addition  to  the  current  book  budget  as  was  accomplished  for  the 
new  North  Beach  Branch.     The  department  should  be  in  a  position  at  all  times  to 
report  on  outstanding  orders,  books  in  process  and  trends  in  prices.  Every 
effort  must  be  made  to  receive  from  the  public  agencies  pre-publication  orders 
for  current  titles  and  there  must  be  established  a  plan  for  the  bulk  ordering 
of  duplicates  and  replacements.    The  closest  coordination  is  needed  between 
the  public  agencies  and  each  department  of  the  Processing  Division. 
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An  attempt  must  be  made  to  simplify  the  ordering  system  with  the  City 
Department  of  Purchase.    Other  cities  have  recognized  the  problems  relating  to 
the  purchase  of  library  materials  (as  opposed  to  library  supplies) .  Library 
materials  would  include  such  items  as:  books ,  periodicals,  maps,  pamphlets, 
sheet  music,  phonorecords,  globes,  processed  film  and  microfilm,  microprint, 
in  fact,  all  library  resource  materials.    This  problem  is  recognized  in  the 
San  Francisco  Charter  in  Section  88  and  the  Charter  provides  that  direct 
purchase  of  library  materials  may  be  made  by  the  City  Librarian  upon  his 
recommendation  and  with  the  approval  of  the  "purchaser"  of  supplies.  I 
recommend  that  this  action  be  taken. 

All  invoices,  regardless  of  price  should  be  sent  directly  to  the  Library 
with  the  materials  received.    The  Library  would  then  certify  receipt  of  goods 
as  ordered  before  presenting  the  invoice  to  the  City  for  payment.  All 
procedures  should  be  simplified  as  far  as  possible  and  this  will  call  for 
conferences  with  the  City  Department  of  Purchase.    The  typing,  for  example, 
of  six  copies  of  the  "List"  should  be  eliminated. 

The  accession  record  book  should  be  eliminated.     It  is  good  practice  to 
use  a  single  series  of  accession  numbers,  rather  than  copy  numbers.     The  record 
of  the  number  of  books  added  can  be  taken  from  this  record.    The  work  of 
withdrawals  is  a  Catalog  Department  function  and  should  be  carried  on  in  that 
department.    Each  agency  shelflist  would  indicate  the  accession  record,  the 
Catalog  Department  being  notified  by  branches  only  when  all  copies  of  a  title 
have  been  removed  and  the  title  is  not  to  be  replaced. 

It  is  recommended  that  the  Library  not  be  forced  to  use  one  retail  jobber 
only.     Service  is  better  when  there  is  competition  and  the  advantage  thought 
to  be  gained  by  bidding  is  not  sufficiently  great  to  warrant  the  problems 
raised  by  the  present  method.     The  gain  of  one  or  two  percent  through  competitive 
bidding  is  of  no  value  when  the  jobber  can  not  give  the  prompt  and  reliable 
service  required  by  the  Library.     The  careful  segregation  of  professional  duties 
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and  tasks  from  those  which  are  strictly  clerical  is  most  important  in  this 
department.    Catalogers  are  scarce,  it  takes  a  long  time  to  train  a  professional 
librarian  to  the  intricacies  of  any  one  library  and  all  the  time  of  the 
professional  staff  must  be  devoted  to  the  cataloging  and  classification  of  the 
new  additions  to  the  Library  and  to  the  care  and  upkeep  of  the  several  catalogs 
that  must  be  aa iiirfrid  throughout  the  system,,     In  too  many  libraries  the  current 
work  is  that  heavy  and  catalogers  are  that  few,  that  the  important  work  on 
catalog  maintenance  is  neglected. 

All  cataloging  of  materials  should  be  handled  in  the  Catalog  Department. 
It  is  neither  desirable  nor  efficient  to  have  this  work  done  elsewhere.  Public 
departments  should  feel  free  to  make  recommendations  regarding  classifications 
but  final  decisions  must  rest  with  the  cataloger*    All  the  essential  cataloging 
tools  are  located  in  this  department;  the  staffs  are  particularly  trained  for 
the  work;  and  the  needed  equipment  is  there  to  make  and  duplicate  cards.  The 
one  exception  is  for  those  public  documents  which  are  not  fully  cataloged  and 
integrated  into  the  regular  collections „    This  material  should  be  received 
and  entered  in  the  Public  Documents  Section  and  the  records  for  this  material 
should  not  be  incorporated  in  the  public  catalog,, 

As  it  is  more  efficient  for  the  Order  Department  to  order  all  copies  of 
a  title  for  duplicate  and  replacement  at  one  time5  so  is  it  important  for  the 
Catalog  Department  to  catalog  all  duplicate  copies  of  one  title  at  one  time9 
By  careful  timing  and  scheduling,  pre-publication  orders  of  new  titles  can  be 
placed  for  the  entire  system  at  one  time.    Likewise  duplicates  of  approval 
copies  selected  for  purchase  can  be  ordered  for  the  entire  system  at  one  time. 
Finally  replacement  lists  can  be  prepared  for  the  various  age  level  requirements 
and  orders  from  these  lists  be  placed  by  the  various  agencies  at  one  time. 
This  process  is  being  noted  here  for  the  greatest  savings  can  be  made  in  the 
Processing  Division  and  especially  in  the  Catalog  Department.    No  title  likely 
to  be  duplicated  should  be  purchased  and  cataloged  without  giving  the  entire 
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system  an  opportunity  to  order  that  book  at  the  same  time  as  the  agency  which 
initiates  the  order. 

This  process  means  that  the  Catalog  Department  can  search  for,  say., 
twenty  copies  of  a  title  at  the  same  times  can  prepare  the  required  number  of 
sets  of  catalog  cards  at  the  same  time  and  that  Preparations  can  make  the 
call  numbers  on  the  same  copies  of  one  title  in  one  operation.    Any  other 
method  is  time-consuming  and  wasteful. 

As  the  Catalog  Department  is  responsible  for  all  cataloging  of  new 
materials,  so  must  it  be  responsible  for  all  records  of  items  withdrawn  from 
the  collections.    The  department  will  be  responsible  for  the  filing  and 
withdrawal  of  all  cards  from  the  main  public  catalog;  the  public  departments 
and  the  branches  for  the  upkeep  of  their  catalogs.    This  will  require  the 
preparation  of  a  manual  on  filing  and  withdrawals  to  insure  accuracy  and 
uniformity  throughout  the  system.    The  records  of  the  Catalog  Department 
need  only  indicate  that  a  title  is  held  by  a  branch  and  need  not  indicate 
how  many  copies  the  branch  owns, 

This  department  should  have  special  mention  made  of  the  excellent 
departmental  manuals  which  i£  has  already  developed.     They  have  proved 
invaluable  time  and  again  and  are  especially  good  for  the  in-service 
training. 

Consideration  should  be  given  to  card  duplication  using  a  multilith 
machine 5  using  Library  of  Congress  proof  cards  for  copy  and  adapting  them  for 
use  here,     This  method  of  card  duplication  is  less  costly  than  the  purchase 
of  Library  of  Congress  catalog  cards.    Card  duplication  should  be  carried  on  in 
the  Catalog  Department,     Some  addition  to  the  staff  is  needed  for  there  are 
often  card  arrearages. 

Binding  and  Preparations  Departments    I  recommend  that  the  work  of  the 
preparation  of  new  materials  added  to  the  library  be  transferred  from  the 
Catalog  Department  to  this  department.     Similar  operations  can  be  handled  by 


people  doing  similar  types  of  work.     For  example 3  the  lettering  of  new  books 
is  similar  to  that  of  lettering  old  books;  Plastikleer  jackets  should  be  used 
on  all  new  books  and  on  many  older  books  being  repaired.     The  extensive  use 
of  Plastikleer  jackets  will  ia»  cut  down  decidedly  the  number  of  books  to  be 
rebound.    The  following  is  recommended: 

a)  eliminate  all  embossing 

b)  eliminate  shellacking  except  over  call  number 

c)  purchase  commercial  white  ink 

d)  plate  reference  books  only 

e)  use  prefolded  book  pockets  for  all  circulating  books. 

Type  or  stencil  information  on  book  pocket. 

f)  stamp  top  edge  and  one  interior  page  of  all  new  books. 

Only  one  color  ink  is  necessary, 

g)  use  Plastikleer  on  all  new  books  with  decorative  dust  jackets 

h)  transfer  to  the  Catalog  Department  the  responsibility  for 

placing  call  numbers  on  the  verso  of  the  title  page  of 

branch  books.     This  is  a  clerical  operation. 
The  binding  activities  appear  to  be  well  in  hand.     The  department  is  we 
organized  and  functions  well.     It  must  be  remembered  that  the  size  of  the  book 
and  binding  budgets  and  the  volume  of  circulation  will  to  a  large  extent 
govern  the  man  hours  needed  in  this  department.     The  use  of  a  "travelling" 
staff  of  book  menders  is  excellent  as  long  as  there,  is  sufficient  work  at  each 
branch  visited  to  make  up  a  full  days  work  and  as  long  as  there  are  travelling 
kits  of  supplies  that  are  available  to  each  mender  when  she  arrives  at  the 
branch.    However,  study  should  be  made  as  to  costs  and  efficiency  if  this  work 
were  to  be  centralized.     Such  a  study  would  determine  the  proper  procedure. 


Personnel  Office 

Although  there  are  exceptions  to  be  found }  it  is  my  firm  belief  that 
the  Personnel  Officer  must  be  a  professional  librarian  and  that  the  chief 
assistant  should  be  a  personnel  technician.    Thus  two  important  functions  are 
taken  care  of  from  each  point  of  view  and  as  the  end  result  of  the  operation 
is  to  improve  the  service  of  the  Library.,  emphasis  should  be  from  the  service 
point  of  view  and  civil  service  needs  should  be  directed  toward  that  end  rath 
than  to  make  library  service  conform  to  civil  service  regulations „ 

This  office  has  the  responsibilities  for  the  following: 

a)  recruitment  for  all  classes „    The  librarian  will  recruit  for 
librarians |  the  technician  for  the  non-professional — classes 
subject  to  consultation  with  pertinent  supervisors  and  with 
the  approval  of  the  City  Librarian  in  accordance  with  civil 
service  regulations.     It  will  be  advisable  for  the  Personnel 
Officer  to  visit  the  various  library  schools  some  months 
before  graduation  in  order  to  secure  enough  candidates. 
Likewise,  the  Assistant  Personnel  Officer  will  maintain  lines 
of  communication  with  local  schools  for  candidates  for  non- 
professional positions, 

b)  orientation  of  all  new  staff  members 

c)  in-service  training  of  both  new  and  older  employees  keeping 
all  up-to-date  on  modern  practices  and  methods 

d)  review  rating  sheets  and  rating  procedures 

e)  develop  personnel  manuals  and  procedures  in  consultation 
with  the  supervisors 

f )  review  requests  for  transfer 

g)  counsel  staff  members  regarding  career  plans  and  opportunities 

h)  watch  for  inequities  in  classifications ,  work-loads,  job 
descriptions  and  job  assignments  and  recommend  correction  of  same 
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i)    counsel  with  staff  regarding  individual  grievances — real  or 
imagined 

j)  keeping  in  close  touch  with  all  library  activities  to  have 
a  thorough  understanding  and  knowledge  of  its  services  and 
programs. 

Administrative  Services 
Under  the  direction  of  the  chief  of  this  division  who  shall  also  serve 
as  the  Secretary  to  the  Library  Commission,  the  following  operations  will 
continue  as  they  are  now  set  ups 

a)  Accounting  Office 

b)  Building  Maintenance 

c)  Shipping  and  Supplies 

The  most  important  recommendation  concerning  this  division  is  the 
establishment  of  the  position  of  Management  Analyst.    Considering  that  ruaai'Iy 
a  million  and  a  half  dollars  are  spent  annually;  that  over  three  hundred  and 
seventy-five  employees  are  on  the  staff;  that  the  volume  of  circulation  is 
over  three  million  annually;  and  that  many  routines  need  careful  study  and 
revision,  I  believe  that  it  is  absolutely  necessary  to  have  a  person  trained 
to  study  all  performances  and  procedures  and  make  absolutely  certain  that  no 
unnecessary  motions  or  routines  are  carried  out.     A  good  man  should  earn  his 
salary  several  times  over.    The  position  should  be  placed  in  this  division  and 
kept  objective  in  its  approach. 

The  chief  of  this  division  should  be  entrusted  with  the  budget  process, 
both  the  development  of  the  budget  and  also  the  expenditure  of  the  budget 
during  the  fiscal  year.     He  should  keep  a  careful  analysis  of  expenditures  and 
watch  for  trends  in  price  changes.     The  establishment  of  the  post  of 
statistician  in  this  division  would  then  permit  the  uniform  compilation  of 
all  statistics,  both  fiscal  and  operational.    The  office  equipment  provides 
a  means  for  a  speedy  and  accurate  operation.    Monthly,  cumulative  statistics 
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should  be  released  to  all  persons  concerned.    Unnecessary  statistics  should  be 
eliminated. 

The  recommendations  to  place  the  head  of  this  division  under  the 
responsibility  of  the  City  Librarian  must  not  be  misconstrued.    The  recommendation 
has  been  made  previously ,  but  never  implemented.     The  best  of  relations  exist 
between  all  parties  and  it  is  a  tribute  to  the  personalities  involved.  The 
proposed  change  is  simrly  good  sound  practical  and  theoretical  organization. 
General  Comment.     In  an  organization  of  this  kind,  it  is  essential  to  bring 
certain  administrative  and  supervising  personnel  together  periodically  to  clear 
information |  to  study  development  proposals ;  to  isolate  problems  needed  for 
attention  and  action;  to  recommend  changes  or  establishment  of  library  policy; 
to  further  library  programs;  and  to  establish  priority  of  activities  and  program. 
Such  a  tightening  of  the  organization  will  prevent  a  fragmentation  of  effort  and 
purpose.     I  recommend  the  establishment  of  the  following! 

a)  The  City  Librarian's  Cabinet.    This  would  be  composed  of  the 
Assistant  City  Librarian,  the  chiefs  of  all  divisions,  including 
Main  Library,  Extension  and  Public  Relations  and  the  three 
coordinators.    This  group  would  meet  every  two  weeks  and  oftener 
if  necessary,, 

b)  Assistant  City  Librarian's  Advisors,,    This  would  consist  of  the 
chiefs  and  coordinators  of  the  public  services  only.    They  would 
meet  on  alternate  weeks  with  the  Cabinet. 

c)  Supervisors'  Meetings.  Quarterly  meetings  of  all  supervisors 
for  counsel,  announcements  and  discussion  of  mutual  problems. 
Heads  of  Main  Library  departments  and  heads  of  branches  would 
meet  periodically  with  their  supervisors „ 

d)  Age-level  Meetings.    Monthly  meetings  of  children's  librarians, 
of  those  working  with  young  adults  and  adults  would  be  held  to 
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discuss  new  books,  replacement  lists ,  to  learn  of  new  developments 
and  techniques  in  their  respective  fields  and  to  plan  yearly 
activities . 

e)    General  Staff  Meetings.     Two  or  three  a  year  should  be  planned 
for  the  entire  staff  to  permit  the  City  Librarian  to  interpret 
general  library  policy,  to  encourage  the  development  of  the 
staff,  to  present  plans  for  library  development  and  programs  and 
to  bring  speakers  from  outside  the  Library  to  emphasize  the  work 
the  Library  is  doing. 
Such  a  program  will  go  far  to  create  a  better- informed  staff,  more 
knowledgable  about  the  library  and  with  good  staff  morale. 

Although  some  departmental  manuals  have  been  developed,  some  should  be 
rewritten  and  others  should  be  developed.    Eventually  each  agency  should  develop 
its  own  specific  manual  and  there  should  be  developed  a  general  manual  for 
system-wide  use.    These  manuals  will  be  exceedingly  useful  for  all  new  employees 
and  will  be  of  daily  value  to  older  employees. 
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CHAPTER  IV 
The  Collections 

"A  public  library  has  two  main  functions  to  fulfill:  it  must  provide 
materials  and  it  must  provide  services.     As  a  dependable  source  for  the  means 
of  self-education,  both  formal  and  informal,  for  information,  for  support  of 
civic  and  cultural  activities  of  the  community,  and  for  constructive  recreation, 
the  library  should  make  available  to  its  users  not  only  books  but  pamphlets, 
documents  and  periodicals,  films,  tapes,  discs  and  other  non-book  materials 
as  well." 

"The  public  library  as  an  institution  exists  to  provide  materials  which 

communicate  experience  and  ideas  from  one  person  to  another,,     Its  function 

is  to  assemble,  preserve,  and  make  easily  and  freely  available  to  all  people 

the  printed  and  other  materials  that  will  assist  them  to:    educate  themselves 

continuously,  keep  pace  with  progress  in  all  fields  of  knowledge,  become 

better  members  of  home  and  community,  discharge  political  and  social  obligations, 

be  more  capable  in  their  daily  occupations,  develop  their  creative  and  spiritual 

capacities,  appreciate  and  enjoy  works  of  art  and  literature,  make  such  use 

of  leisure  time  as  will  promote  personal  and  social  well-being,  and  contribute 

o 

to  the  growth  of  knowledge 0" 

To  simplify  the  problem  we  must  determine  how  many  and  what  kind  of 
books  are  needed  to  supply  the  reasonable  demands  of  all  readers.  Limited 
budgets  will  accentuate  the  problem  and  over  the  years  such  a  situation  will 
be  that  cumulative,  that  dissatisfaction  of  the  readers  will  eventually  require 
abnormal  book  budgets,  and  staffs  needed  to  select  and  process  the  books 
purchased^  whole  collections  will  be  thrown  out  of  balance  both  in  the  Main 
Library  and  in  the  branches.     Table  I  includes  cities  in  the  United  States 

ALA.     Plan  for  better  public  library  service.     1956.    p. 5. 

2 

ALA.    Public  Library  Service,    19!?6.    p. 31. 
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serving between  500,000  and  1,000,000  population  plus  certain  West  Coast 
libraries;  Southern  cities  were  omitted,  also  Buffalo  which  is  in  transition 
to  a  county  system.     This  table  indicates  that  San  Francisco  ranks  12th 
as  to  the  number  of  books  added  annually.     There  has  been  a  steady  improvement 
since  1953 ,  but  it  must  be  remembered  that  these  figures  include  purchases  for 
new  branches  as  well  as  for  current  acquisitions  for  the  rest  of  the  system. 
If  San  Francisco  added  the  average  number  of  books  for  this  group  of  libraries, 
it  would  acquire  82,965  books  a  year— a  figure  which  would  assist  greatly  in 
meeting  the  great  deficit  of  books  in  the  system,,     Actually  even  more  books 
should  be  added  annually. 

Table  II  shows  the  total  number  of  volumes  held  by  these  libraries 
and  on  a  per  capita  basis  all  libraries  exceed  the  San  Francisco  Public  Library 
in  total  holdings.     It  is  my  recommendation  that  for  the  next  several  years, 
not  less  than  forty  cents  per  capita  be  spent  for  books  and  related  materials. 
This  would  require  an  annual  expenditure  of  not  less  than  $310,150.     Only  in 
this  way  can  the  deficiencies  be  corrected.     This  amount,  allowing  for  the 
purchase  of  non-book  items,  should  buy  approximately  107s000  books  a  year. 
In  contrast  with  the  $h$,326  books  purchased  in  1957 5  this  will  make  a  great 
difference  to  the  reading  public. 

The  question  of  what  kind  of  books  is  not  easily  answered.  Book 
selection  policies  vary  from  library  to  library.     The  problem  usually  is  not 
whether  to  buy  the  "best"  books,  but  rather  which  of  the  borderline  books 
to  acquire. 

The  following  table  shows  the  problem  faced  by  the  book  selectors  in 
trying  to  determine  the  titles  to  be  purchased  from  those  published  only  in 
this  country. 


New  Titles  Published  in  the  United  States,  1957 


Adult  fiction 
Adult  non-fiction 
Children's 


75708 
l9k20 


10,561 
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New  Editions  Published  in  the  United  States,  19^7 


Adult  fiction 
Adult  non-fiction 
Children 1 s 


678 
1,766 
137 


Total  Number  of  Titles  Published  in  the  United  States,  1957 


Adult  fiction 
Adult  non-fiction 
Children • s 


2,111 

9$hlh 
13,112 


Source:    Library  Trends.    July  19!?8.    p. 8. 

In  addition  to  these  titles,  two  other  areas  must  be  considered,  namely 
the  purchase  of  older  titles  and  the  acquisition  of  books  published  outside 
the  United  States. 

How  many  of  the  above  titles  published  should  be  purchased  for  San 
Francisco?    One  Eastern  library,  for  example,  purchases  not  more  than  12$  new 
fiction  titles  annually,  while  others  purchase  nearly  a  thousand  titles. 
The  former  duplicates  heavily  the  titles  purchased;  the  latter  prefers  to  have 
a  variety  of  titles.    I  believe  there  is  a  middle  ground  and  have  found  that 
you  can  still  have  a  rising  circulation,  and  satisfied  borrowers,  by  purchasing 
not  more  than  hOO  fiction  titles  annually.    It  is  less  costly  to  add  duplicates 
of  a  title  already  cataloged  than  it  is  to  add  more  titles  of  a  dubious  nature. 
Heavy  demand  is  usually  voiced  for  the  better  known  titles  and  the  less 
distinguished  titles  are  not  missed.    There  is  no  obligation  on  the  part  of  any 
library  to  buy  all  titles  published,  in  fact  it  is  impossible. 

As  to  non-fiction  the  problem  is  more  complicated.    These  books  are  used 
for  reference  as  well  as  for  purposeful  and  leisure  reading.    Careful  decisions 
must  be  made  in  estimating  potential  use  of  a  book.    Often  with  non-fiction 
there  are  no  demands  but  once  a  title  is  added  it  is  in  constant  use.  There 
should  be,  therefore,  a  wide  selection  of  titles  of  books  of  general  interest 
with  a  development  of  specialized  collections  to  meet  local  needs  and  interests. 
The  San  Francisco  Public  Library  could  well  enter  into  a  contract  with  either 
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Stanford  or  the  University  of  California  to  supply  on  a  fee  basis  little  used 
materials  found  in  their  collections.    The  State  Library  collections  of  course 
are  available  at  no  charge. 

The  Main  Library  will  build  up  specialized  collections  of  reference  and 
circulating  materials;  will  act  as  the  reservoir  for  the  entire  system  and  will 
lend  circulating  materials  to  borrowers  either  from  the  Main  Library  or  by  inter- 
branch  loan.     It  is  recommended  that  henceforth  no  books  be  marked  as  reference, 
but  that  book  cards  for  non-circulating  materials  be  held  at  the  agency  concerned 
and  books  kept  in  the  "reference"  collections  available  to  the  public  be  designated 
by  a  colored  strip  on  the  back  of  the  book.    Each  agency  head  can  then  determine 
which  book  will  circulate  and  which  will  be  reference  only. 

Each  department  head  will  constantly  check  subject  and  national 
bibliographies  for  materials  pertaining  to  his  department,  will  check  standard 
lists  of  books  issued  under  the  sponsorship  of  various  accepted  organizations 
as  the  American  Library  Association,  the  Library  of  Congress,  the  H.  W.  Wilson 
Co.  and  important  libraries  which  continually  issue  subject  lists  of  new 
acquisitions. 

The  branch  librarian  will  be  equally  alert  to  buy  those  books  with  high 
turnover  value  and  of  high  quality,  keeping  their  collections  fluid  and  live. 
Titles  puj chased,  except  under  most  unusual  instances,  will  duplicate  those  in 
the  Main  Library.     It  is  recommended  that  basic  replacement  lists  be  established 
for  replacement  purposes  and  as  a  basis  for  the  purchase  of  collections  for  the 
establishment  of  new  branch  libraries, 

The  branch  library  collections,  as  soon  as  additional  funds  for  book 
purchases  are  available,  should  immediately  begin  to  build  up  the  non- fiction 
collections.     In  my  opinion  the  branch  collections  do  not  now  have  enough  books 
in  this  category.    A  check  of  the  holdings  of  one  of  the  major  branches  indicates 
that  they  lack  approximately  2800  titles  out  of  a  possible  UlOO  titles.     I  am 
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convinced  that  this  is  due  to:    1)  a  lack  of  funds;  and  2)  in  not  realizing  the 
interest  and  need  for  books  in  this  category. 

This  Library  should,  as  soon  as  the  proposed  book  budget  expenditure 
level  has  been  reached,  inaugurate  two  new  services,  namely,  an  educational 
films  collection  and  a  circulating  or  reference  record  collection.    The  former 
would  be  essentially  a  service  to  adult  groups.     Such  a  program  would  undoubtedly 
reach  close  to  500,000  persons  annually.    Film  service  for  children  would  be 
limited  to  films  for  the  use  of  children's  librarians  for  story  hours  and  for 
talks  to  both  parents  and  children.    The  record  collection  would  include  both 
musical  and  non-musical  recordings.    In  both  instances  establishment  funds 
must  be  provided  and  then  annual  operating  costs  included  to  provide  for  the 
purchase  of  new  and  replacement  stock  and  for  the  operation  of  the  services 
themselves . 

Book  Selection  Procedure.    It  is  recommended  that  a  New  Book  Room  be  established 
for  the  handling  of  adult  books  acquired  either  by  purchase  or  by  gift.  The 
following  outline  of  procedures  is  suggested: 

a)  initial  selection  is  made  by  Main  Library  department  head 
and  the  orders  forwarded  to  the  person  in  charge  of  New 
Book  Room. 

b)  orders  are  screened  to  insure  worthwhile  titles  are  not 
missed  and  then  forwarded  to  Order  Department. 

c)  orders  are  placed  with  the  jobber  and  books  upon  receipt  are 
charged  to  departmental  account  and  forwarded  to  New  Book 
Room. 

d)  books  requiring  reading  and  examination  are  assigned  to  staff 
members  for  review  and  returned  to  department  head  who  ordered 
the  book  initially. 


■38- 


e)  all  books  are  then  placed  on  tables  or  shelves  for  study 
by  the  branch  librarians.    Each  book  will  have  a  review 
slip  indicating  if  it  is  to  be  purchased  and  if  so,  the 
extent  to  which  it  should  be  duplicated  by  the  branches. 

f)  branches  and  department  order  duplicates  as  needed,  all 
orders  being  placed  at  one  time. 

g)  orders  are  forwarded  to  Order  Department  and  the  original 
copy  to  the  Catalog  Department  where  catalog  cards  are 
prepared  while  duplicates  are  being  delivered  to  the  Library. 

h)  further  orders  of  duplicates  will  only  be  made  when  all 
agencies  can  order  at  the  same  time. 

i)  replacement  orders  will  be  placed  at  regular  pre-established 
intervals  throughout  the  year  thus  controlling  the  flow  of 
materials  through  the  Processing  Division. 


As  the  demand  for  books  for  young  adults  and  children  does  not  have  the 
time  value  that  adult  books  do,  orders  for  these  books  may  be  placed  once  a 
month  with  the  responsibility  for  selection  centering  in  the  office  of  the 
appropriate  coordinator 0    The  same  policy  of  bulk  orders  will  obtain  for 
duplicates  and  replacements  for  these  age-level  books. 

It  is  recommended  that  each  agency  be  placed  on  a  book  budget  that 
is  assigned  prior  to  the  beginning  of  a  new  fiscal  year.    The  budget  should 
not  be  sub-divided  other  than  to  indicate  expenditures  fors    adult,  young 
adult  and  children's  books.     It  is  not  necessary  to  allocate  money  separately 
for  replacements,  reference  or  duplicate  purchases,  or  to  divide  the  money 
between  fiction  and  non-fiction  categories.     The  expenditure  for  books  should 
be  in  the  vicinity  of  1$%  of  the  total  budget,  with  about  h.0%  of  the  book-S 


for  books  for  young  adults.    Distribution  within  each  branch  will  vary  according 
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to  its  needs.    Traditionally  the  book  budget  amount  has  usually  been  cut 
first,  whereas  it  should  be  the  last  item  to  be  reduced.    Libraries  in  the 
United  States  just  don't  buy  enough  books.    The  division  between  the  Main 
Library  and  the  branches  or  extension  service  is  usually  an  arbitrary  one 
and  can  only  be  decided  from  experience.    Budgets  are  important;  they  permit 
the  orderly  distribution  and  the  expending  of  funds;  they  give  supervisors 
firm  figures  on  which  to  work  and  they  give  a  basis  for  a  continual  study  of 
the  organization  in  respect  to  book  purchases. 

There  is  no  definitive  solution  to  the  problem  of  the  division  of  the 
book  budget  and  as  long  as  there  are  insufficient  funds,  no  one  will  be 
happy — neither  the  reader  nor  the  librarian. 

Special  collections  according  to  need,  or  by  gift,  should  be  developed 
by  the  various  departments.    The  Nat  Schmulowitz  Collection  of  Wit  and  Humor 
is  a  good  example  of  the  kind  of  collections  that  are  meaningful  and  which 
lend  themselves  to  exhibit  purposes.    Each  department  should  have  a  locked 
stack  area  for  their  rarities  and  other  volumes  which  need  special  protection. 
Special  care  must  be  given  books  of  value  and  all  old  leather  bindings  should 
be  treated  every  other  year  at  least.     Great  support  can  come  to  the  Library 
through  the  building  up  of  these  special  collections. 

Every  public  library  is  faced  with  the  problem  of  weeding  out 
obsolescent  materials  which  will  not  have  future  value  as  examples  of 
contemporary  thought.    Likewise  libraries  must  weed  out  duplicate  copies  of 
titles  no  longer  in  heavy  demand.    As  the  demand  for  the  more  ephemeral 
titles  lessens,  copies  needing  rebinding  can  be  discarded  and  the  inventory- 
reduced  to  a  reasonable  number  of  copies  to  be  kept  to  meet  less  heavy  use. 
The  weeding  process  is  extremely  important  in  the  branch  libraries  for 
inactive  copies  will  tend  to  make  a  collection  less  attractive  and  desirable 
to  the  general  reader  and  it  is  costly  to  keep  large  quantities  of  little 
used  materials  in  branch  closed  stack  areas. 


Book  collections  in  a  large  metropolitan  city  are  designed  to  meet 
the  needs  of  the  city  as  a  whole  and  titles  of  interest  and  which  meet  book 
collection  standards  must  be  sdded  in  sufficient  quantity  to  take  care  of 
the  requirements  of  that  segment  of  the  population  which  wants  and  should 
have  them.    This  will  be  done  in  spite  of  objections  of  individuals  or 
groups  protesting  such  purchases.    A  public  library  serves  many  and  varied 
groups  of  people.     It  cannot,  to  satisfy  one  group,  sacrifice  the  interests 
of  others.    A  carefully  worded  policy  statement  on  book  selection  will,  in 
the  long  run,  prove  to  be  a  safeguard  to  the  Commission  and  the  staff  alike. 
Once  a  statement  has  been  approved,  and  books  are  selected  in  accordance  with 
the  approved  policies,  they  should  be  available  and  in  sufficient  quanity  to 
meet  the  needs  of  the  reading  public.    A  guide  to  such  a  statement  would  be 
a  study  of  the  policy  statements  developed  by  Baltimore,  Detroit,  New  York 
and  other  libraries. 


CHAPTER  V 


The  Library  Staff 
There  is  no  library  of  note  in  this  great  country  of  ours  that  do 
not  recognize  the  following  essentials  relating  to  the  staffs 

1)  The  work  must  be  divided  into  proper  classifications, 
each  with  educational  and/or  experience  requirements. 

2)  A  job  analysis  must  be  developed  to  assign  professional 
activities  to  professional  librarians ;  non-professional 
duties  to  clerical  assistants j  secretarial  work  to 
office  assistants;  maintenance  work  to  the  maintenance 
staff,  etc. 

3)  Specialized  training  and  education  is  required  for 
professional  librarians  working  with  the  various  age 
level  groups;  for  those  working  with  certain  types  of 
materials,  either  by  form  or  by  subject;  and  for  those 
?;orking  in  the  processing  activities.    Each  is  a  distinct 
and  particular  type  of  work  and  great  efficiency  can  be 
lost  and  errors  of  placement  made  by  transferring  or 
promoting  persons  out  of  one  speciality  into  another 
where  the  person  is  not  trained  for  the  work  to  be  done. 

k)     Classifications  must  be  reviewed  objectively  periodically, 
often  at  the  request  of  the  Library  as  conditions  and 
times  change.    Revisions  must  be  made  as  required. 

5)  Accurate  job  descriptions  must  be  maintained  on  a  current 
basis  for  purposes  of  evaluation  and  recruitment  for 
replacement o 

6)  Librarianship  is  a  profession  where  no  one  city  has  an 
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adequate supply  of  librarians  and  if  outside  recruitment  is 
not  possible ,  the  idea  of  a  professional  library  comparable 
to  those  found  elsewhere  might  just  as  well  be  abandoned. 
This  does  not  mean  that  there  should  not  be  an  active 
recruitment  program  within  the  city,  but  rather  only  the 
best  people  should  be  employed.    To  do  otherwise  means  for 
inefficiency,  poor  service  and  a  costly  system. 

7)  There  should  be  a  Personnel  Office  staffed  under  the 
direction  of  a  professional  librarian,  with  adequate 
technical  and  clerical  assistance  to  carry  on  a  sound 
personnel  program. 

8)  Constant  attention  be  given  to  growth  of  the  staff  on  the 
job  and  to  staff  welfare.     It  is  most  desirable  to  promote 
from  within  but  only  when  competent  persons  are  available. 

The  most  serious  staff  problems  facing  this  Library  are;    a)  the  lack 
of  professional  librarians  with  graduate  degrees |  and  by  the  absence  of  top 
management  positions  essential  to  the  smooth,  efficient  operation  of  a  large 
library.    There  are  needed  not  seventeen  trained  librarians,  but  one  hundred 
fifty-five;  there  is  needed  a  strong  support  to  the  administrative  and 
supervisory  program  which  can  only  result  in  a  strong  library  program. 

The  beginning  salary  for  library  school  graduates  is  sufficiently  high 
to  attract  good  people.    There  is  needed,  in  the  professional  service,  one 
additional  class  to  take  care  of  the  spread  of  responsibilities  that  become 
inequitable  as  to  salary,  when  crowded  into  too  few  classes. 

The  introduction  of  civil  service  into  any  Library  introduces  problems 
as  well  as  benefits.     It  is  imperative  that  the  benefits  be  woven  into  the 
structure  in  order  to  secure  all  possible  advantages  as  to  personnel  policies. 
Likewise  it  is  necessary  to  seek  the  modification  of  provisions  discussed 
elsewhere,  where  they  do  harm  to  the  Library  program.    For  example,  In 
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libraries  for  professional  positions ,  experience  evaluation  in  lieu  of 
college  education  must  be  at  an  unusually  high  level, for  practical  experience 
is  often  by  no  means  the  equivalent  of  formal  education.     It  should  also 
be  noted  that  the  probationary  period  for  professional  librarians  would  be 
more  effective  if  extended  from  six  months  to  one  year*    It  is  to  be  noted 
that  the  greatest  number  of  present  professional  employees  do  not  have 
graduate  training  in  library  sciences.    A  great  preponderance  do  not  have 
experience  in  other  libraries.    Many  in  spite  of  this  are  alert,  effective 
and  eager  to  further  the  professional  program  of  the  Library*    In  my  opinion 
three  opportunities  should  be  made  available  to  the  staff  -  especially  the 
supervisors  and  senior  assistants.    First,  those  who  can  qualify  should  be 
encouraged  to  attend  library  school,  preferably  an  accredited  one;  secondly, 
a  strong  in-service  program  should  be  set  up  by  the  Library  to  present  formal 
lectures  on  the  various  phases  of  librarianshipj  and  thirdly,  the  staff 
should  be  encouraged,  and  arrangements  made,  whereby  they  can  work  and 
observe  in  other  comparable  systems  for  a  month  or  six  weeks.     I  realize 
there  are  Charter  provisions  which  would  prevent  the  implementation  of 
this  suggestion,  but  I  urge  that  some  means  be  found  to  carry  out  this 
suggestion.    Such  a  program  would  be  an  inspiration  to  the  staff  and  ^ould 
have  material  benefits  to  the  service  program. 

The  most  important  thing  for  the  Library  to  do  is  to  press  for  the 
removal  of  the  residence  restriction  for  professional  positions which  now 
reouire  a  twelve  month  prior  residence  in  San  Francisco.    There  simply  is  not 
the  supply  of  librarians  for  public  library  work  within  the  city  limits. 
Action  should  be  taken  in  accordance  with  the  vote  of  the  electorate  to  lift 
the  residential  requirements  of  the  Charter. 

The  present  program  of  employing  part-time  professional  librarians 
should  be  reviewed  with  the  purpose  of  evaluating  the  need  of  full-time 


professional  staff  members  versus  the  employment  of  part-time  untrained 

persons.    Approximately  ];290,000  a  year  is  spent  for  part-time  help.  Some 
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of  these  staff  members  might  be  used  for  clerical  assistance,  button  a 
permanent  basis  as  a  substitute  for  full-time  professional  staff  members. 
No  public  department  or  branch  can  possibly  operate  effectively  when  the 
sole  staff  member  on  duty  is  other  than  a  full-time  staff  member  fully 
knowLedgable  of  the  book  collections,  the  library  services  and  routines. 
It  is  my  recommendation  that  as  many  part-time  positions  be  converted  into 
full-time  professional  positions  as  is  possible  within  the  immediate  future. 
It  is  my  understanding  that  such  a  request  is  now  before  the  Civil  Service 
Commission  for  action. 

There  is  a  good  spirit  and  loyalty  to  the  Library  on  the  part  of  the 
present  staff.     It  is  tempered  by  frustration  over  lack  of  staff,  lack  of 
books  and  criticisms  of  factors  over  which  the  staff  has  no  control.  At 
the  Main  Library  the  very  building  itself,  the  lack  of  proper  light  in  all 
areas,  the  organization  of  services  and  the  inconveniences  of  the  layout 
are  all  serious  obstacles  to  good  morale. 

One  of  the  most  serious  problems  from  a  staffing  point  of  view  Is  the 
problem  of  promotions  whereby  an  assistant  in  one  speciality  can  be  promoted 
to  another  without  the  kind  of  training  and  experience  needed.     It  is 
recommended  that  Civil  Service  be  requested; 

1.    To  set  up  general  options  in  the  examinations  for  librarians, 
at  the  second  level  to  include 
a.  Processing 
b„    Work  with  Adults 

c.  Work  with  Young  Adults 

d.  Work  with  Children 


Thus  some  specific  knowledge  and/or  training  could  be  insured  for  appointments 

or  promotions  to  work  in  these  different  areas. 

2.    To  provide  general  uniform  specifications  for  the  higher 
classes  of  librarians  which  would  include  as  a  qualifying 
factor  special  training  and/or  experience  in  the  particular 
work  of  the  position  to  be  filled, 

vrhile  on  the  one  hand  it  would  be  desirable  to  have  specialties 
written  into  the  specifications  for  the  department  head, 
coordinator  and  division  chief  levels,  this  would  result  in 
an  unwieldly  proliferation  of  classes.    The  need  for  special 
training  and  experience  could  be  met  by  a  general  requirement, 
leaving  to  an  oral  examination  the  responsibility  of  finding 
the  specific  talents  needed. 
For  staff  recommendations  see  Appendix  II. 
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CHAPTER  VI 
Hours  of  Opening 

The  following  hours  of  opening  for  the  Main  Library  are  recommended: 
Hours: 

Monday  -  Friday  9  A.  M.  -  9:30  P.  M. 

Saturday  9  A.  M.  -  6:00  P.  M. 

Sundays  1:30  P.  M.  -  5:30  P.  M. 

It  is  recommended  that  double  time  be  paid  for  Sunday  service. 

The  following  hours  of  opening  for  the  major  branches  are  recommended; 

Monday  12  Noon  -  9  P.  M. 

Tuesday  -  Friday  9  A.  M.  -  9  P.  M. 

Saturday  9  A.  M.  -  6  P.  M. 

The  following  hours  of  opening  for  the  large  branches  are  recommended: 

Monday,  Tuesday,  Wednesday,  Friday  1  P.  M.  -  9  P.  M. 

Thursday  and  Saturday  9  A.  M.  -  6  P.  M. 

The  following  hours  of  opening  for  the  small  branches  are  recommended: 

Monday,  Wednesday,  Friday  1  P.  M.  -  9  P.  M. 

Tuesday  and  Thursday  9  A.  M.  -  6  P.  M. 

Closed  Saturdays 

All  agencies  will  be  closed  on  legal  holidays. 

The  hours  of  opening  for  the  Business  Branch  should  remain  as  they  are 
now  established. 

The  Bookmobile  schedule  should  remain  as  it  now  is,  changing  stops  or 
eliminating  them  according  to  need. 

These  schedules  would  permit  at  least  one  full-time  staff  member  on 
duty  at  all  times,  except  for  the  meal  hours  in  the  smaller  agencies. 
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CHAPTER  VII 
Public  Relations 

It  has  been  said  that  good  services  will  sell  themselves  and  that  is 
time.    But  more  prople  will  learn  about  the  Library  and  its  services  with  a 
good  Public  Relations  Department.    The  work  of  the  Public  Relations  Department 
should  be  concerned  with:    a)  exhibits;  b)  publicity;  c)  radio  and  television 
work;  d)  in-service  public  relations  training  for  staff;  and  e)  direct  work 
with  other  public  relations  directors „ 

Exhibits.    The  Main  Library  has  good  corridor  areas  for  exhibits  which  it 
uses  effectively.    This  work  can  be  expanded  by  the  further  use  of  corridor 
walls  for  long  period  exhibits  which  will  both  inform  the  viewers  of  Library 
resources  and  which  will  beautify  the  corridors  bringing  light  and  color,  The 
exhibit  cases  should  be  changed  at  least  every  other  month  and  should  emphasize 
the  library  resources  and  services.     Other  cultural ,  educational  and  civic 
programs  can  be  featured ,  in  each  instance  relating  the  programs  of  others 
to  the  Library's  resources. 

Exhibits  should  be  arranged  in  banks  and  in  downtown  stores  to  emphasize 
the  opportunities  for  individuals  at  both  the  Main  Library  and  at  the  Business 
Branch. 

Advisory  services  on  display  technique  should  be  available  to  the  staff 
in  the  Main  Library  public  departments  as  well  as  in  the  branch  libraries. 
Central  supplies  of  poster  paper,  letters,  paint  and  other  materials  should 
be  available  to  those  arranging  departmental  and  branch  exhibits. 
Publicity.    News  releases  should  all  be  cleared  through  the  Office  of  the  Public 
Relations  Officer.    This  is  desirable  for  accuracy,  style  of  writing,  overlapping 
and  duplication  and  to  insure  the  proper  placing  of  the  story.     Some  stories 
are  better  placed  in  the  weekly  community  paper  than  in  the  metropolitan  paper. 
The  releases  should  be  approved  by  the  Assistant  City  Librarian,  and  should 


cover  the  entire  work  of  the  Library.    An  excellent  media  of  publicity  is 
achieved  through  the  use  of  brochures  describing  the  Library its  services s 
locations  of  the  various  library  agencies  and  their  telephone  numbers.  It 
will  tell  how  to  get  a  borrower's  carl  and  how  long  you  may  keep  a  book. 
The  layout  work  and  printing  of  booklists  would  also  be  part  of  the  work  of 
this  department.    The  lists  themselves  would  be  prepared  through  the  offices 
of  the  coordinators }  the  production  in  the  Public  Relations  Department. 
Radio  and  Television.    This  work  can  encompass  everything  from  a  spot 
announcement  to  a  full  program;  from  an  interview  of  a  staff  member  to  a 
story  hour.     Preparation  of  programs  is  time  consuming;  the  effectiveness 
of  the  program  is  measured  in  building  up  over  the  years  a  following  showing 
an  interest  in  the  Library.    The  Public  Relations  Officer  will  coordinate 
the  activities  of  the  Library  and  will  draw  on  the  staff  for  active 
participation  in  the  program. 

In-service  Training,    Working  closely  with  the  Personnel  Officer  and  the 
Chiefs  of  the  various  divisions,  the  Public  Relations  Officer  will  coordinate 
a  program  for  all  staff  members  in  relation  to  both  their  contacts  with  the 
public  and  other  staff  members  as  well.    Films }  discussion  and  speakers  from 
other  institutions  and  business  are  all  part  of  a  sound  program. 
"Tork  with  Other  Public  Relations  Officers .    Much  practical  help  and  advice 
can  be  obtained  by  working  with  colleagues  in  other  institutions  and 
particularly  in  business.     There  is  much  that  can  be  borrowed  and  adapted 
for  public  library  use  and  other  public  relations  people  are  usually  willing 
and  eager  to  assist. 

The  work  of  the  Public  Relations  Department  is  sound;  it  can  be  expanded 
certain  work  such  as  book  reviewing  can  be  turned  over  to  the  office/s  of  the 
coordinators  to  be  assigned  to  the  staff  directly  working  with  the  public. 
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CHAPTER.  VIII 
Library  Cooperation 

Library  cooperation  in  the  coming  years  will  be  of  increasing  importance. 
As  librprins  become  larger,  as  they  increase  in  volume  of  use,  as  transportation 
becomes  increasingly  more  mobile  and  as  taxation  proble  tion 
will  become  imperative.    As  the  largest  public  library  in  the  Bay  area,  the 
San  Francisco  Public  Library  will  need  to  assume  a  leadership  in  this  field 
to  assist  in  solving  mutual  problems.    For  example,  no  public  library  in 
the  area  has  an  adequate  program  for  work  with  children.    The  work  and  the 
effectiveness  of  the  Association  of  Children's  Librarians  of  Northern 
California  should  be  strengthened  to  achieve  a  strong  program  for  children. 
Cooperation  is  necessary  with  the  school  libraries  and  the  library  schools. 
Study  of  collections  and  services  can  be  worked  out  together. 

On  the  adult  level,  not  only  programming,  but  also  the  development 
of  collections  must  be  worked  out  cooperatively.    The  great  collections  in 
the  university  and  colleges  must  be  developed,  building  on  the  strengths  of 
the  total  area.     Knowledge  of  important  acquisitions,  areas  of  specialization, 
holdings  of  serial  publications  and  staff  specialization  will  be  welcomed 
by  all. 

It  would  be  most  helpful  to  have  a  library  planning  and  coordinating 
committee  to  -^ork  out  these  mutual  problems  and  interests. 
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CHAPTER  IX 
Financing  the  Library 
As  has  already  been  indicated  improvements  are  in  order  for  the  San 
Francisco  Public  Library.    Some  of  the  recommendations  can  be  carried  on  by  a 
reallocation  of  the  present  budget;  a  few  can  be  achieved  by  expenditure  of 
time  and  energy  with  little  outlay  of  money.    Essentially,  however.,  the 
support  of  the  Library  is  not  that  found  in  other  comparable  libraries  in  the 
United  States. 

Table  V  indicates  the  total  expenditures  for  the  libraries  serving 
500,000  -  1,000,000  population.    Three  Southern  libraries,  Atlanta,  Houston 
and  New  Orleans,  i,rere  omitted  as  not  being  typical  of  the  group.  Buffalo 
was  also  omitted  as  it  has  been  in  the  process  of  becoming  part  of  a  county 
library  system  and  is  in  a  transitional  period.    Four  large  West  Coast 
cities  were  added  to  give  more  balance  geographically.    Although  San 
Francisco  ranks  sixth  as  to  the  percentage  increase  of  the  total  budget 
since  1953 }  it  still  ranks  fourteenth  out  of  fourteen  for  the  latest  per 
capita  expenditure  figures  for  these  cities. 

There  is  a  reason  for  lack  of  staff,  services  and  books,     A  study  of 
recent  budget  requests,  first  on  the  part  of  the  City  Librarian  and  then  by 
the  Library  Commission,  shows  that  the  City  cut  back  the  Commission's  budget 
and  that  the  Commission  in  turn  had  reduced  the  budget  of  the  City  Librarian, 
It  can  be  argued  that  the  City  cannot  afford  to  put  more  money  into  its 
Public  Library,  but  surely  no  citizen  of  San  Francisco  would  admit  to  their 
city  being  less  wealthy  and  library  minded  than  all  other  cities  in  its 
population  bracket. 

The  history  of  the  finances  of  the  San  Francisco  Public  Library  has 
been  one  of  insufficient  appropriations  since  its  founding.     The  years  of 
limited  appropriations  have  contributed  to  the  present  plight  of  the  Library. 
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Some  of  the  resulting  deficiences  will  never  be  made  up  and  shouldn't. 
It  will  serve  no  purpose  to  back  buy  ephemeral  literature  no  longer  wanted; 
but  it  is  important  to  strengthen  the  book  collections  and  to  have  the  staff 
required  to  give  the  kind  of  service  wanted  and  demanded  by  the  readers  of 
the  Library. 

It  is  recommended  that  within  the  next  five  years  the  budget  be 
increased  to  not  less  than  $2,200,000  with  emphasis  being  given  tos 

1)  development  of  the  book  budget;  2)  addition  of  staff  as  proposed  in  this 
survey;  3)  a  reorganization  of  the  Main  Library  and  h)  a  rehabilitation  of 
those  older  branches  to  be  retained  in  the  future  master  plan. 

The  budget  and  its  distribution  for  the  last  three  years,  the  percentage 
distribution  within  these  budgets,  and  a  proposed  budget  figure  to  be  reached 
by  196U  is  given  in  Table  VIII.    These  figures  should  be  studied  in  relation 
to  the  budgets  and  distribution  for  the  cities  compared  in  this  survey.  (See 
Table  IX).     It  should  be  noted  that  the  budget  distribution  by  i960  should  be 
about  72.2$  for  salaries  as  compared  with  the  present  average  of  75*Q%  for 
other  cities;  for  books  lk%  as  compared  with  their  average  of  10.7~b;  and  13.8^ 
for  all  other  expenses  as  compared  with  a  13o5>/°  average  for  other  cities. 

This  will  permit  the  following  planning:    1)  employment  of  n&s&  top 
level  assistants  to  the  City  Librarian  who  will  then  plan  the  reorganization; 

2)  purchase  new  books  in  accordance  with  accepted  book  selection  standards  and 
to  strengthen  especially  the  branch  collections;  and  3)  by  careful  planning  to 

so  schedule  non-recurring  projects,  as  for  example,  the  renovation  and  reorganization 
of  the  Main  Library  and  branches,  so  that  as  they  are  completed  those  funds  can 
be  transferred  to  recurring  salary  items. 


Part  of  this  fiscal  need  might  well  be  considered  as  part  of  a  bond 
program — especially  the  rehabilitation  of  the  Main  Library  and  the  branches 
It  must  be  remembered  that  the  rehabilitation  of  the  book  collections  is  of 
equal  importance  if  bond  money  can  be  used  for  this  purpose  it  would  be 
wise  to  do  so,  otherwise  there  should  be  a  special  appropriation  in  the 
annual  operating  budget  for  this  purpose. 
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APPENDIX  I 
BRANCH  RECOMMENDATIONS 


Shifting  populations ,  growth  of  new  housing  developments  and  shopping 
centers  will  require  a  continual  study  of  the  branch  and  extension  organization 
in  order  to  keep  the  library  in  a  position  to  meet,  within  reason,  the  changing 
needs  of  the  city. 

It  is  recognized  that  some  of  the  older  branch  libraries  are  in  locations 
that  are  not  desirable  according  to  present  day  standards,  but  it  is  also 
recognized  that  it  would  at  this  time  be  impractical  and  foolhardy  to  abandon 
buildings  in  good  condition.    However,  some  of  the  oldest  buildings  in  poor 
locations  should  be  given  up  and  the  branches  relocated  where  greater  use  can 
be  made  of  the  branch,  its  collections  and  services.     It  is  recommended  that 
no  major  improvements,  other  than  normal  maintenance,  be  made  to  this  group  of 
branches . 

In  the  older  branches  to  be  retained,  the  buildings  should  be  modernized 
to  include,  where  required: 

a)  modernization  of  reading  rooms 

b)  interior  decorating 

c)  replacement  of  worn  out  furniture 

d)  rebuilding  of  service  desks 

e)  relighting,  using  strip  fluorescent  lights,  of  branches  with  less 

than  30  foot  candle,  with  new  installations  giving  not  less 
than  5>0  foot  candle  power 

f)  renewal  of  heating,  pipes,  drains,  roofs  and  other  building  and 

equipment  needs 

g)  provision  of  book  stacks  for  expanded  collections 

h)  provision  of  desks  for  professional  librarians  doing  reference 

and  readers  advisory  work 


The  store  branches  present  a  different  problem.     They  can  be  shifted, 
consolidated,  established  or  closed  according  to  changing  patterns  of  use. 
In  the  planning  of  store  branches  the  same  criteria  should  be  used  as  in 
establishing  locations  for  permanent  buildings.     Enough  square  foot  area 
should  be  rented  to  permit  the  establishment  of  large,  rather  than  small, 
branches.     Store  branches  are,  at  best,  an  expediency  until  permanent  quarters 
are  established. 

The  following  specific  recommendations  are  made: 

I    MAJOR  BRANCHES  (Circulation  in  excess  of  1^0,000  annually) 

a.  MERCED.     Parking  is  desperately  needed  for  this  branch.  Located 
adjacent  to  a  large  shopping  center,  it  is  that  removed  from 
the  present  available  parking  space,  that  parking  adjacent  to 
the  branch  is  imperative. 

b.  CHINATOWN.    With  the  opening  of  the  new  North  Beach  there  will 
be  a  change  in  the  volume  of  ?rork  done  at  the  Chinato%vn  Branch. 
It  is  recommended  before  any  physical  improvements  are  made 

to  this  branch  that  two  years  elapse  to  evaluate  the  change 
resulting  from  the  North  Beach  Branch  opening. 

c.  RICHMOND.     This  branch  needs  extensive  renovations  to  be  made 
attractive  and  useful  to  its  patrons,  especially  the  growing 
number  of  senior  citizens.    The  land  to  the  rear  should  be 
converted  to  a  parking  area. 

II    LARGE  BRANCHES  (Circulation  -  85,000  -  1^0,000  annually) 

a.  ANZAo     Parking  can  be  provided  at  the  rear  of  the  building  by 
opening  a  one  way  drive-in  at  the  left  of  the  building  and  an 
exit  at  the  right.     This  parking  area  is  an  essential  at  night, 
when  the  street  is  filled  with  cars  belonging  to  local  residents. 
It  should  be  well  lighted. 


b.  EXCELSIOR.    The  growing  use  of  this  branch  and  its  location 
justifies  the  acquisition  of  a  site,  money  for  which  has  now 
been  appropriated  in  the  capital  program  in  accordance  with  the 
Master  Plan.     Once  the  site  is  acquired,  probably  in  the  vicinity 
of  Ocean  Avenue  and  Mission  Street,  an  early  appropriation  should 
be  made  for  a  new  building,  additional  books  and  staff. 

c.  GOLDEN  GATE.     This  branch  might  be  continued  as  it  is  until  the 
full  effect  of  an  expanded  book  program  at  Marina  will  permit 

a  reevaluation  of  the  volume  of  business  of  this  branch.  A 
better  location  would  appear  to  be  further  up  the  hill  on  Pacific 
Heights . 

d.  MCCREERY.    Razed  because  of  the  March  22,  19^7  earthquake,  this 
branch  should  be  rebuilt  on  the  old  site  and  at  the  earliest 
possible  moment.     It  should  have  priority  over  all  other  new 
buildings  for  the  bookmobile  service  now  being  given  is  at  best 
only  a  temporary  measure  and  is  no  substitute  for  the  former 
branch  service  this  community  enjoyed.     Provision  for  drive-in 
service,  and  limited  parking  would  be  a  desirable  feature  of 
this  branch  because  of  traffic  conditions  and  the  prevalence  of 
one-way  streets.     This  will  permit  readers  to  secure  not  only 
branch  books,  but  those  which  can  be  sent  out  from  the  Main 
Library  upon  request. 

e.  PARK.     Poorly  located  in  the  center  of  the  block  on  a  street 
parallel  to  a  busy  shopping  street,  this  branch  should  be  moved 
to  Haight  Street  in  the  vicinity  of  Masonic  to  take  advantage 
of  transfer  points.     Such  a  move  will  increase  the  use  of  this 
branch  significantly. 


f.  PRESIDIO.     Eventually,  this  branch  should  bo  relocated  near 
Masonic  and  Geary  Street  to  place  it  in  a  heavy  shopping  area. 
Ill    SMALL  BRANCHES  (Circulation  up  to  85,000  annually) 

a.  BAYVIEW.    Nor;  in  a  store  building,  a  new  library  of  major  size 
should  be  constructed  to  serve  South  San  Francisco.    With  the 
construction  of  this  branch  provision  could  be  made  to  include 
quarters  for  the  Bookmobile  and  its  collections  and  staff  as 
the  area  from  which  the  bookmobile  operates  is  in  closer 
proximity  to  Bayview  than  to  the  Main  Library. 

b.  INGLES  IDE  and  OCEAN  VIM.    With  the  opening  of  the  Merced  Branch 
it  was  natural  for  many  of  the  former  patrons  of  these  two 
small  branches  to  go  to  the  larger  branch  with  a  better  and  more 
extensive  book  collection  and  longer  hours  of  opening.     It  is 
recommended  that  these  two  small  branches  be  consolidated  and 
moved  to  a  new  location  in  the  general  vicinity  of  the  City 
College  of  San  Francisco.    This  would  then  place  the  new 
branch  about  equi-distant  from  Merced  and  Visitacion. 

c.  WOE  VALLEY.    When  the  redevelopment  project  at  Diamond  Heights 
progresses  to  the  point  of  implementation,  a  new  branch  should 
be  built  on  the  site  already  reserved  in  the  redevelopment 
plans.    This  branch  should  at  that  time  be  moved  to  this  new 
location  and  in  the  meantime  it  can  be  continued  in  present 
quarters . 

d.  P0RT0LA.    Upon  the  completion  of  the  new  Bayview  Branch,  this 
branch  should  be  closed  and  its  resources  transferred  to  the 
new  agency. 


IV    BUSINESS  BRANCH.    With  the  expansion  of  the  collections  and  services 
of  the  Business  Branch,  new  quarters  with  approximately  15>j000  square 
feet  should  be  secured,  readily  accessible  to  the  people  in  the 
downtown  area  and  in  modern  quarters.    They  would  be  on  the  ground 
floor  and  easily  seen  by  the  pedestrians.     It  should  have  large 
glass  windows  which  would  result  in  the  work  and  activity  being 
readily  seen  from  the  sidewalk,, 

V    SUTRO  LIBRARY >    Although  not  owned  by  the  San  Francisco  Public 
Library,  this  branch  of  the  State  Library  contains  exceedingly 
valuable  collections.    These  collections  have  added  value  when 
housed  in  this  library  because  of  easy  access  to  the  reference  and 
bibliographic  books  that  are  in  the  Public  Library's  collections. 
This  eliminates  unnecessary  dulication.    However s  conferences  should 
be  conducted  with  State  Officials  to  study  the  whole  problem  and 
program  of  special  collections  in  this  building.    Both  agencies 
should  contribute  toward  the  costs  involved.    Several  possibilities 
might  be  considered;     1)  for  the  State  to  contract  with  the  City  to 
operate  their  library;  2)  the  City  to  contract  with  the  State  to 
service  and  care  for  their  special  rare  book  collections;  or  3) 
to  discover  some  other  methods  of  handling  these  materials.  In 
making  a  final  decision  it  must  be  remembered  that  these  special 
collections  are  exceedingly  valuable  and  of  great  importance  to 
research  scholars. 


APPENDIX  II 
STAFF  RECOMMENDATIONS 

Four  problems  face  the  San  Francisco  Public  Library  in  regard  to  personnel 
namely,  1)  inability  to  have  trained  librarians  on  duty  to  serve  the  public  at 
all  times j  2)  the  hours  of  opening  are  too  long  in  relation  to  the  amount  of 
staff  needed  to  give  service;  3)  there  is  an  imbalance  between  the  number  of 
part-time  and  full-time  staff  members;  k)  the  classification  scheme  needs  to 
be  expanded  to  permit  equitable  distribution  of  duties,  responsibility  and 
volume  of  work  in  relation  to  salary. 

There  are  not  enough  full-time  positions  established  in  the  budget  to 
permit  the  full  staffing  of  all  the  agencies  -  Main  Library  or  branches. 
For  example,  the  Chinatown  Branch,  doing  an  annual  circulation  of  l81j.jii.82  and 
open  66  hours  a  week  has  but  2  professional  positions;  the  Music  and  Art 
Departments,  open  7k  hours  a  week  have  but  2  professional  positions  in  each 
department.     These  agencies  must  either  be  staffed  with  persons  unfamiliar 
with  the  work  or  the  agency  hours  drastically  curtailed  as  at  the  Main  Library, 
where  the  Art  and  Document  service  desks  are  not  staffed  at  all  times. 

It  has  already  been  recommended  to  reduce  the  hours  of  opening  in  the 
Main  Library  and  in  the  Large  and  Small  branches.    This  will  reduce  the 
required  number  of  staff  and  will  insure  having  on  duty,  when  the  Library  is 
open,  trained  personnel. 

The  professional  services  are  now  being  operated  by  a  top  heavy  use  of 
part-time  librarians.    Their  qualifications  are  established  by  use  of 
"equivalents"  but  actually  from  the  point  of  educational  background,  they  do 
not  have  the  full  and  necessary  training  to  do  the  work  required.     In  addition, 
the  training  of  a  part-time  staff,  with  the  attendant  high  turnover  presents 
an  unwarranted  expense  and  a  staff  that  is  uneven  in  its  ability  to  give 
professional  service.     It  is  recommended  that  these  funds  be  transferred  to 


the  full-time  account  except  for  a  small  amount  to  be  used  on  an  emergency  or 
temporary  basis  when  illness  or  a  vacancy  requires  a  temporary  use  of  part-time 
help.     In  any  event,  no  part-time  person  should  be  on  duty  unless  under  direct 
supervision  of  a  trained  librarian. 

In  order  to  implement  the  recommendations  in  this  report,  it  is 
recommended  that  Civil  Service  be  asked  to  review  and  revise  the  present 
classification  plan  as  follows : 

Present  Proposed 
Librarian  Librarian  I 

Senior  Librarian  Librarian  II 

Librarian  III 
Head  Librarian  Librarian  IV 

Reference  Librarian 

Chief  Librarian  Librarian  V 

Assistant  City  Librarian 
City  Librarian  City  Librarian 

Librarian  I  would  be  a  Junior  Librarian  working  in  any  agency  requiring 
a  beginning  professional  position. 

Librarian  II  would  be  a  Senior  Librarian  assigned  to  any  agency  requiring 
second  level  staffing.     The  branch  head  for  the  Small  Branches  would  be  in  this 
class. 

Librarian  III  would  be  for  the  head  of  smaller  departments;  the  head  of 
Large  Branches;  and  the  first  assistant  in  Major  Branches  and  in  Large 
departments . 

Librarian  IV  would  be  for  the  head  of  large  departments  and  of  Major 
Branches. 

Librarian  V  would  be  for  the  heads  of  the  divisions,  the  coordinators, 
the  Personnel  and  Public  Relations  Officers. 


PROFESSIONAL  AND  CLERICAL1 
STAFF  REQUIREMENTS 
TO  MEET  SURVEY  RECOMMENDATIONS 


ADMINISTRATIVE  STAFFING 

LIBRARIANS  EXHIBITS  PERSONNEL 

£L  V  IV  HI  II  I  SECTY  ASST.        TECH.  TOTAL 

City  Librarian's  Office  11  2 

Asst.  City  Librarian's 

Office  11  2 

Public  Relations  Office  1                         13  $ 

Chief j  Main  Library  11  2 

Work  with  Children  111  3 

Work  with  Young  Adults  111  3 

Work  with  Adults  1111  h 

Extension  Service  1111  h 

Processing  Division  11  2 

Personnel  Office  1                          1  13 


Total 


1   1    8   k         2       10         3  1  30 


II    MAIN  LIBRARY  PUBLIC  DEPARTMENTS  STAFFING 


LIBRARIANS 


IV 

III 

II 

I 

PAGE 

CLERK 

TOTAL 

General  Reference 

1 

1 

2 

2 

1 

1 

8 

Literature 

1 

1 

2 

2 

1 

1 

8 

Hist.  Econ.  and  Ind. 

1 

1 

2 

2 

1 

1 

8 

Art 

1 

1 

1 

1 

1/2 

1 

5-1/2 

Music 

1 

1 

1 

1 

1/2 

1 

5-1/2 

Fiction 

1 

1 

1 

1 

1/2 

1 

5-1/2 

um±aren  s 

i 

± 

1 

± 

J. 

o 

c. 

p— L/C 

Periodicals  and  Newspapers 

1 

1 

1 

1-1/2 

2 

6-1/2 

Young  Adults 

1 

1 

1/2 

2-1/2 

Films 

1 

1 

2 

h 

Business  Branch 

1 

1 

2 

3 

2 

5 

Circulation 

1 

6 

9 

16 

Total 

9 

9 

15 

15 

1| 

26 

89 

III    EXTENSION  SERVICES  STAFFING 
A.  BRANCHES 

Major 


Parks ide 

1  1 

1 

2 

2 

6 

13 

Ortega 

1  1 

1 

2 

2 

6 

13 

Marina 

1  1 

1 

2 

1-1/2 

5 

11-1/2 

Richmond 

1  1 

1 

2 

1-1/2 

5 

11-1/2 

North  Beach 

1  1 

1 

2 

1-1/2 

5 

11-1/2 

Merced 

1  1 

1 

2 

1-1/2 

5 

11-1/2 

West  Portal 

1 

1 

2 

1-1/2 

k-l/2 

10 

Chinatown 

1 

1 

2 

1-1/2 

k-l/2 

10 

Large 

Golden  Gate 

1 

1 

2 

1 

k 

9 

Sunset 

1 

1 

2 

1 

3 

8 

Park 

1 

1 

1 

1 

3 

7 

Mission 

1 

1 

1 

1 

3 

7 

Anza 

1 

1 

1 

1 

3 

7 

Excelsior 

1 

1 

1 

1 

3 

7 

Presidio 

1 

1 

1 

1 

3 

7 

Small 

Noe  Valley- 

1 

1 

1 

2 

5 

Ingle  side 

1 

1 

1 

2 

5 

Bernal 

1 

1 

1 

2 

5 

Bayview 

1 

1 

1 

2 

5 

Portola 

1 

1 

1/2 

2 

ii-l/2 

Ocean  View 

1 

1 

1/2 

2 

U-l/2 

Potrero 

1 

1 

1/2 

2 

k-l/2 

Visitacion 

1 

1 

1/2 

2 

h-l/2 

Sub-total 

6  15 

23 

33 

26 

79 

182 

B.  BOOKMOBILE 

1 

1 

2 

u 

C.  STATIONS 

1 

1 

2 

GRAND  TOTAL  6    15      25  3k      26        82  188 


IV    PROCESSING  DIVISION  STAFFING 


LIBRARIANS  BINDERY  BINDERY 

IV    III    II      I    CLERK       HEAD      CLASSES  TOTAL 


Order  1  1  1  $  3 
Catalog  1  1  3  3  8  16 
Bindery   2  1  10  13 


Total  2      1       k      h     l£  1  10  37 


V    ADMINISTRATIVE  SERVICES  STAFFING 

Secretary  of  Commission  1 

Management  Analyst  1 

Secretary  -  Typist  1 

Accountant  3 

Statistician  1 

Clerk  2 


Total  7 

SUMMARY  OF  FULL-TIME  POSITIONS 
(Excluding  Maintenance) 

By  Organizational  Divisions;  Total 

I      Administration  30 

II      Main  Public  Library  Departments  89 

III     Extension  Services  188 

IV      Processing  Division  37 

V      Administrative  Services  7 


Total  Staff  3 Si 

By  Classification: 

Professional  Services  15>5> 

Secretarial  Services  11 

Clerical  Services  125 

Page  Services  III 

Other  Classifications  19 


Total  Staff  3^1 

Additional  part-time  pages  should  be  provided  as  required  when  the  volume 
of  circulation  increases. 

PRESENT  STAFF 

Full-time  Part-time  Total 

Professional  Services  96  100  196 
Secretarial  Services  1  1 
Clerical  Services  18  3  21 
Page  Services  -  130  130 
Other  Classifications    9  -    9 


Total  121*  233    "  357 


MAINTENANCE  STAFF 


There  is  no  major  change  to  recommend  for  these  classes  other  than  those 
to  be  occasioned  by  the  future  growth  of  the  system.     The  only  serious  problem 
is  the  need  for  the  assignment  of  a  painter  to  refinish  furniture }  to  do  the  many 
small  repair  jobs  required  by  daily  maintenance.    Either  a  painter  should  be 
assigned  to  the  Library  on  a  permanent  basis  on  the  Library's  payroll  or  the 
Department  of  Public  Works  should  assign  one  of  their  painters  to  the  Library 
to  work  under  their  supervision. 


I 
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